} — e 
) 
i one enero’ 
, arene er erererere ee ee eee 5 
] OOS eS aD 
| oer er ete te’ Soo aoe et ete 
one! 
} . 
5 
5 
| | v4 
{ 5 
t ] * 
i ] be 
I 
} 
"ore" 
"e' "one "of 55 "oce*e' 
oreretere 0. 0.0.010,0.0,0.0.0.0.0.0 010.0 0 0.0 00 
osece oO roe’ ore 


55 
orecererererereter eters sete 


eretete 


a a a a Y 


Liferacy 
An Affillate of Colorado Free University 


— PO Box 6326, Denver CO 80206 (303) 329-6666 


(All rights reserved) | 


2 OSS 


oot ere 5 
evecare eter ererererers ese eres eee ee 8.8. 


5 
5 


OOOO ener er erro’ 
eco reteset ete! 


eatee ae ses 


cerecerere 


eet e ete 


o,0,0,8,0,0.8 0 0.0.8 65555 
5 5 5 Oo 


An Affilate of Colorado Free University 


PO Box 6326, Denver CO 80206 (303) 329-6666 


(All rights reserved) 


Windows 3.1, Level 1 


Purpose: To introduce you to the major features of Windows to allow you to run 
applications and accessories. 


1. Using Windows 


Windows as a graphical user interface; Windows terminology; components of the Windows 


screen; moving, resizing, and scrolling windows, using the mouse; icons and dropdown 
menus, and online help. 


2. Running Applications 


Understanding Program Manager; using program groups and items; organizing program icons; 
task switching; the clipboard. 


3. File Manager 


Using File Manager to display, copy, move, rename, and delete files; menu options (File, Disk, 
Tree, View, Options, Window); directory trees; sorting and filtering the display; file attributes. 


4. Printing | 
Using Print Manager to control print jobs; printer drivers, using TrueType. 


5. User Preferences 


Using the Control Panel to customize keyboard, mouse, screen colors, fonts, backgrounds and 
patterns; changing the computer's date and time. 


6. Desktop Accessories 
Using Clock, Calculator, Notepad, Calendar, Cardfile, and Character Map. 


7. Paintbrush 


Paintbrush screen, cursor, and toolbox; creating shapes; using color; advanced drawing tech- 
niques; editing techniques; printing and saving drawings. 


See over for the contents of Levels 2 and 3. We hope to see you therel!. 


Windows 3.1, Level 2 


Purpose: To introduce you to the more advanced aspects of using Windows. 


1. System Configuration Options: Windows Setup (express vs. custom); Windows modes (standard vs. en- 
hanced); connecting to a network. 


2. Overview of Windows Configuration Files: Using Sysedit; optimizing AUTOEXEC.BAT, CONFIG.SYS, WIN.INI, and 
SYSTEM. INI. 


3. Application Management: Creating program groups and program items; running DOS applications; using 
the clipboard with DOS applications; the PIF editor. 


A. Automating Windows with Recorder: Using Recorder to create macros; running macros. 


5. The Character Map: Launching Character Map; selecting fonts; using ANSI codes to embed characters in 
documents. 


6. Transferring Data with. Object Linking and Embedding (OLE): Using the clipboard to cut/copy and paste; 
Dynamic Data Exchange; overview of OLE; pasting existing OLE objects; pasting OLE links; using Object 
Packager. 


7. Windows and Memory: Overview of types of memory; HIMEM.SYS and extended memony; controlling 
memory via CONFIG.SYS and AUTOEXEC.BAT; SMARTDrive. 


8. Using TrueType: Bitmapped vs. outline fonts; adding new fonts and removing existing fonts; font substitu- 
tion; font embedding; printing TrueType fonts. 


Windows 3.1, Level 3----Tips, Tricks, & Troubleshooting 

Purpose: To allow you to troubleshoot and customize Windows. 

1. Windows Files: The component files making up Windows; how runtime Windows builds itself. 
2. Windows Setup: Setting up Windows; analysis of SETUP.INF and its options 

3. prepare for Troubleshooting: Making a boot disk; using SYSEDIT. 


4. Installing Windows: Windows Setup; troubleshooting TSRs; troubleshooting Setup’s DOS mode; trou- 
bleshooting Setup’s Windows mode. 


5. Configuring Windows: Troubleshooting Windows configuration; configuration tricks and tips; configuration 
questions and answers. 


6. Windows/DOS Memory Issues: Troubleshooting memory issues; Windows and EMM386: troubleshooting 
386 Enhanced Mode; swap file tips and tricks; memory management tips and tricks; memory questions 
and answers; SMARTDrive tips and tricks; SMARTDrive questions and answers; MemMaker. 


7. Customizing Windows: Over 50 tips and tricks for customizing Windows to suit the way you work. 


8. Non-Windows Applications: Troubleshooting non-Windows applications; 10 top tips for improving per- 
formance of non-Windows applications. 


9. Windows and Hardware: Troubleshooting disk drive problems; troubleshooting communication problems; 
troubleshooting mouse problems 


10. Printing from Windows: Troubleshooting printing problems; 20 printing tips and tricks; printing ques- 
tions and answers 


if. Top Troubleshooting Tips: The 10 most common Windows problems and how to avoid them. 


12. Windows Initialization Files: Detailed examination of the main Windows initialization files (PROGMAN.INI, 
CONTROL.INI, SYSTEM.INI and WIN.INI); what can go wrong and how to correct it. 


About CompuSkills 


CompuSkills provides computer training, consulting, and support services to organizations of all 
sizes. We offer both classroom and on-site training courses, and special one-on-one consulting and 
support services. 


All CompuSkills classroom-based courses provide each student with his/her own computer and 
training materials. The training materials are for the students’ use both during the course and as 
a reference guide after the course has been completed. 


Disclaimer 


CompuSkills has taken every effort to insure the accuracy of this manual. If you should discover 
any discrepancies, please notify us immediately. 


CompuSkills. 
PO Box 6326 
Denver CO 80206 
(303) 329-6666 


Microsoft Windows 3.1 
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Lesson I - Using Windows 


Objectives 


In this lesson, you will learn how to: 


e Understand Windows terminology 
e Start Windows 

e Use the mouse 

e Use icons and pull-down menus 

e Move and resize windows 

@ Scroll windows 

® Minimize and maximize windows 
e Use the On-Line Help system 

e Stop Windows. 
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Lesson 1 - Using Windows Windows 


Discussion 


What is Windows? 
Windows is an operating environment that has four main features: 


l, Provides a graphical menu system using icons instead of text. This is often referred to as a GUI (Graphical 
User Interface). 


hs. Provides consistent commands through the menu bar among. Windows applications. For example, the menu 
- command to save a file works exactly the same way in every application. 


3. Provides multi-tasking capability. Users can now work in more than one program at a time by switching 
from one task to another via Windows. 


4. Provides the ability to share data and objects among programs. 


Windows 3.1 can graphically represent programs, files, and operations to the user as icons. This is meant to 
simplify using your computer. 


Windows is a working environment. If you are a DOS user, you should know that DOS is still there. Windows 
acts as the interface between you and DOS while enhancing the capabilities of DOS. 


In Windows 3.1 there are also two modes of execution: Enhanced 386, and Standard. The Enhanced 386 mode 
will allow true multi-processing to take place, taking advantage of all of the 386 computer’s capabilities. Standard 
mode will execute most 386 programs, but will execute them as if they were running on a 286 machine. This is 
also the mode in which Windows will normally run programs on a 286 computer. 
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Understanding Windows Terminology 


Lesson 1 - Using Windows 


You will find the following frequently used terms in Windows. 


Application 


Understanding Icons 


A graphic that represents a program, group of programs or 
command. Icons are designed to provide simplified visual 


means of accomplishing complex tasks. 


A rectangular area on the screen that contains a program or 
group of icons. Like the windows on a house, these windows 


let you see into another area. 


Another term for a program such as Excel. 


Windows uses icons to graphically represent programs, groups of programs and commands. The icons will vary 
according to use and according to your particular setup. However, many icons will be consistent from computer to 
computer. These will be the icons for the standard programs that are available with Windows. Displayed below are 


examples of three different icons: 
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Represents a Windows utility that controls the Windows 


environment. 


Standard icon for windows that contain program icons. 


An icon for the clock program that has been temporarily moved 


aside or minimized. 
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Lesson 1 - Using Windows Windows 


Using the Mouse 


Since Windows 3.1 is a graphically based operating environment, all selections can be made quickly and easily with 
a mouse. Learning how to use a mouse as a pointing and selecting tool is important in using Windows effectively. 


There are four skills necessary to use the mouse efficiently: 


Pointing Moves the mouse pointer to the desired icon or menu option. 
Clicking Selects the icon or menu option you are pointing to. 
Double-Clicking The function will change depending on the situation. However, 
: double-clicking can be used to open windows and quickly select 
options 
Dragging Moves the selected icon or window. In addition, dragging is 


used to resize windows. 


The symbol used to represent the action of the mouse depends on what function you are about to perform. Most of 
the time it will be a large white arrow. It will change into a double arrow for sizing objects, primarily windows, 
and into an italicized I for entering text. Note that in most full-screen applications, the pointer will take the shape 
of a rectangular white block. 


And one more thing: Don’t be afraid to move the mouse. It will take some practice to get used to moving the 
mouse. After some time has gone by, you will notice how easy it is to navigate the work surface of your screen. 
Something else to remember: Even though you will use the mouse for most of your work while in Windows, don’t 
forget some simple keystrokes like [F1] (Help). 


Window Components 


Windows are rectangles on the screen that contain icons or other windows. In addition, when you start a program, 
it is contained within a window. Windows are useful for viewing more than one program at atime. Windows can 
be moved and resized to better organize the workspace. 
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Control Bar 


= ne o natn Mansur : 
i File Options Window Help 


Title Bar Minimize 


rosy — 


A) File Manager ControlPanel Print Manage 


Borders 


Components of Windows 


To work with windows, you should be able to identify the following components: 


Title bar The bar across the top of each window containing the name of 
the window. The title bar will be highlighted in an active 
window. Other open window title bars will be dimmed. 


Menu bar Located below the title bar of most windows. The menu bar 
contains commands for use in the particular application. 


Borders The darkened edges of the windows. These are used to change 
the size and shape of the window. 


Scroll bars Bars at the right and bottom sides of the windows. Scroll bars 
have arrows at each end and scroll boxes. A window will only 
have scroll bars if the window is not large enough to display its 
entire contents. 
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Control bar The hollow bar in the upper left corner of windows. When you 
click on the control bar a menu appears. This menu is used to 
manipulate the window and provides options common to all 
windows. 


Minimize and maximize buttons To the right of the title bar are the minimize and maximize 
buttons. These buttons decrease and increase the size of the 
window. They are essential shortcuts for moving between 
applications. 


Only one window is selected, or active, at one time. When a window is active, it will be in the front of overlapping 
windows, the title bar will be darkened and it will have a control bar. 


Note: Windows are displayed on an area called the Desktop. This area is behind 
any open window. 


Working with Windows 


There are easy ways of moving and sizing windows within Windows. The following list will allow you to 
manipulate all but full-screen windows within the system. 


Moving a window Moving a window is useful for viewing other windows that may 
be hidden behind it. To move a window around the screen, 
point to the title bar, press and hold the left button, move the 
window to its new position, and release. 


Sizing a window Sizing changes the size of the window so that it occupies more 
or less room on the screen. To size a window in any direction, 
move the pointer to the side of the window until it changes into 
a double arrow. Press and hold the left button, move the side to 
its new position, and release. 


Scrolling a window Scrolling displays information that is outside of the current 
window. To view information that does not fit in the window, 
you will have to scroll through the window by using the Scroll 
Arrows and the scroll box. In the scroll bar, click on the down 
arrow to scroll through the contents of the window. 


Shaping a window Shaping resizes a window from two sides at a time. To size a 
window in two directions at the same time, move the pointer to 
a comer until it changes into a double arrow and points in a 
diagonal direction. Press and hold the left button, move the 
corner to its new position and release. 


Activating a window To activate an open window, click anywhere in the window. 


Opening and Closing Windows 


In addition to moving and resizing windows, you can open and close a window. When you open a window, you can 
see the contents. The contents may be a program such as Excel or it may contain other icons. When you close a 
window, it is displayed as an icon on the screen. 
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Windows Lesson 1 - Using Windows 


Maximizing and Restoring a Window 


You can change the appearance of a window so that it fills the whole screen or the window it is contained within. 
You may wish to expand the window to fill the whole screen so that you can hide from view any opened windows. 


To maximize, you will use the Maximize arrow located in the upper right corner of the program window. The 
Maximize arrow looks like an upward pointing triangle. 


Once you have maximized an arrow, you may wish to restore it to the size it was before you maximized it. 
Restoring returns the window to the size it was prior to maximizing it. To restore, you will use the Restore arrow. 
The Restore arrow is located in the upper right corner of the window where the Maximize arrow was located 
before you maximized the window. The Restore arrow contains an upward and downward pointing triangle. 
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Minimizing and Restoring a Window 


Minimizing a window reduces it to an icon. It is basically on hold until you access it again. If the minimized 
window is a program, the program is displayed as an icon at the bottom of the screen and will continue to process 
information, provided that you gave the program something to do. When Minimizing, you will use the Minimize 
arrow located in the upper right corner of the program window. The Minimize arrow looks like a downward 


pointing triangle. To restore a minimized arrow, you will double-click the minimized icon or use the control menu 
that is displayed when you click on the minimized icon. 


a he 


File Manager Control Panel Print M anager Cioboad 


& 
@ 


3 
¢ 


Accessories Applications 


=] 


HOTSHOT 
Clock - 4/28 oats 


Minimized Windows 


Page 8 Copyright © 1993 CompuSkills 


Windows Lesson 1 - Using Windows 


Using Menus and Dialog Boxes 


Menus are located in the menu bar of the Program Manager window. If you learn to use the Program Manager 
menus, you will be able to use the menus in most Windows applications. In addition, all windows have a control 
menu, this menu duplicates many of the functions of the mouse. 
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Windows 


Pull-Down 
List Box 


Check Box 


Option Button 


oo EE 
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Applications 
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Screen Saver 


© Center 
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@ Tile 


Border Width: 


Using Dialog Boxes 


If a dialog box is displayed after selecting a menu option, you can use the dialog box to refine your selection. 
Dialog boxes may contain all or some of the following components: 
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Check boxes 


Option buttons 


Text boxes 


List boxes 


Square boxes to indicate selections. Clicking on the box once 
turns the selection on or off. A selection is on if an X appears 
in the box. 


Round buttons used to choose a single desired option. Clicking 
on an option selects that option and deselects the previously 
selected option. 


Contain text. To edit the text, click in the text and insert or 


delete. To replace the text, double-click the text and type the 
new text. 


Contain a list of options. Click on the desired option. If there 
is a scroll bar, you will have to scroll to view additional options. 
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Drop-down list boxes 


Command buttons 


Using the Control Menu 


Lesson 1 - Using Windows 


Text boxes that have down arrows next to them to display a list 
box. You can double-click on the text box and type to replace 


the text or click on the down arrow to display a list of topics 
you can select from. 


Are rounded buttons that perform an action. To perform the 


action, click the button. In addition, pressing [Enter] performs 
the bolded action button. 


The control menu is a special menu that is used to manipulate or control windows, and to provide options common 
to most windows. Typically, you will use the control menu to assist you in closing and restoring windows. The 
control menu is displayed by clicking on the Control bar, or by clicking on a minimized icon. 


File Options Window Help : 


HOTSHOT 
WinGrab 
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The Control Menu 


Restore 
Move 
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Mintmize 
Maximize 


Close Ctrl+F4 
Next Ctrl+F6 
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Using the On-line Help 


Virtually every window has an on-line help screen or menu available to the user. Select the Help command with the 
mouse by clicking on the menu option, or press [F1]. 
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Contents for Program Manager Help 


Windows Program Manager is a tool you can use to easily start 
applications, and organize your applications and files into logical 
groups. 


To lear howto use Help, press F1. 
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Lesson 1 - Using Windows 


Windows 3.1 provides for two automatic methods of displaying open windows: Cascading and Tiled. The 


Windows menu will display both choices. 
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Lesson 1 - Using Windows Windows 


Cascading is the preferred choice for having several windows open at a time, while the tiled effect will be useful if 
you have between two and four windows open. 


= —— oT aT rr ee acl 
| File Options Window Help , 
[=f tesessories I] | 


File Manager Control Panel Print M anager sinus ¢ Setup penne 


MASS : 
2 


I MS-DOS Promt = PIF Ector Read Me 


446 a 
Ao = 


Word ee Wind pps 


HOTSHOT 
WinGrab 


The Window...Cascade Option 


Page 14 Copyright © 1993 CompuSkills 


— 


Windows Lesson 1 - Using Windows 


Stopping Windows 


To shut down Windows, select File...Exit Windows. A message will display telling you that it is safe to turn off 
the computer. If a program cannot shut down safely without some interaction by you, a message will display with 


the appropriate choices. If you have not saved a file, don’t worry; Windows will ask you to save every open file in 
every application before it shuts itself down. 
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Another method for exiting Windows is by using the Control menu. This menu (and every Control menu for every 


application) has a Close option. Selecting the Control...Close menu option from the Program Manager window will 
also allow you to exit Windows 3.1. 


After choosing File...Exit Windows or the Close option from the Control menu, Windows will prompt you one 
more time to make sure that the Exit option was the option you wanted to choose. If so, press [Enter] or point to 
OK and click one time with the left mouse button. 
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Procedures 


Starting Windows 3.1 


L Turn on your machine. 
Bu If you are on a network, at the login prompt enter your assigned userid. 
3, Start Windows 3.1 by typing WIN and pressing [Enter] at the DOS prompt. The Program Manager 


window will appear on the screen. 


4. Point to the Group menu icon and double-click to access the programs you need. 


Exiting Windows 3.1 


LE; Exit out of any non-Windows application if the program is running. 

a Exit out of Windows correctly (File...Exit Windows). 

3. Save any files, documents, or spreadsheets if Windows prompts you. 

4, Click OK or press [Enter] to end your Windows session. 

ae If you are on a network, type LOGOUT at the DOS prompt and press [Enter]. 


Pointing the Mouse 


1. Place the mouse on a hard flat surface. 


2. Grasp the mouse by placing your thumb on one side and two or three fingers on the other. Leave your 
index finger free for clicking. 


3, Locate the mouse pointer on the screen. 


Note: Most of the time, the pointer will be a large white arrow. It will change 
into a double arrow for sizing objects, primarily windows, and into an italicized 
"I" for entering text. 


4. Using your palm as a pivot point on the table, move the mouse to cause the pointer to move on the screen. 


Note: If you find yourself running out of room to move your mouse on your desk, 
try picking it up. Notice that you can now move the mouse without moving the 
on-screen pointer. Now you can place the mouse in a spot with more room and 
continue your action. 
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Windows 


Clicking the Mouse 


i 


Point to the desired icon or menu option. 


Note: Make sure the desired object ts underneath the tip of the arrow. 


Depress and release the left mouse button. 


Note: Although your mouse may have two or three buttons, the left button will be 


used almost exclusively. 


Double-Clicking the Mouse 


1. 


2: 


Point to the desired icon. 


Quickly depress and release the mouse button twice. 


Note: Double-clicking is a bit tricky and may not work the first time. Simply try 


it again. 


Dragging the Mouse 


1, 


Bi 


oF 


4. 


Point to the desired icon or window. 


Depress and hold down the left mouse button. 
Keeping the mouse button held down, move the mouse. 


When finished, release the mouse button. 


Activating a Window 


ie 


Click in the desired window. 


Moving a Window 


LE Point to the Title bar. 
es Depress and hold the left button. 
ce Drag the window to its new position. 
4. Release the mouse button. 
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Sizing a Window 


1. Move the pointer to the side of the window until it changes into a double arrow. 
Zn Press and hold the left mouse button. 
eB Move the side to its new position and release. 


Note: To resize two sides of a window at once, point to the corner where the two 
sides join and drag the borders. 


Using Scroll Bars 


i Click on the arrows at each end of the scroll bar to view contents of the windows located in the indicated 
direction. 
or 

1. Drag the scroll box to view contents in the direction you are dragging. 
or 

1. Click on either side of the scroll box to view contents in the selected direction. 


Minimizing and Restoring a Program 


ds Start the program. 
ea Click on the Minimize arrow. 
or 
Bi Open the control menu and select Minimize. 
3. To restore the minimized application to it’s previous size, double click on the application icon located in the 


lower left corner of the desktop. 


Note: Do not restart the program by double-clicking the program item in a group 
window. This will start the program for the second time and none of your work ~ 
will be contained in the second window. The application icon is located outside of 
the Program Manager window. 


Opening a Window 


i, Double-click on the icon. 
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Windows 


Closing a Window 


i. 


Double-click on the control bar. 
or re 


Open the control menu and select Close. 


Note: Most programs have additional methods which can be used to close a 
window. For example, in most programs you can Select File...Close. 


Maximizing and Restoring a Program 


Le 


Ds 


3: 


Start the program. 

Click on the Maximize arrow. 

or 

Open the control menu and select Maximize. 


To restore the window to the size before it was maximized, click on the Restore arrow. This is the up and 
down triangle that has replaced the Maximize arrow. 


or 


Open the control menu and select Restore. 


Minimizing and Restoring a Program 


A 


2: 


Start the program. 

Click on the Minimize arrow. 

or 

Open the control menu and select Minimize. 


To restore the minimized window to it’s previous size, double click on the application icon located in the 
lower left corner of the desktop. 


Note: If you minimize an application, do not restart the program by double- 
clicking the program item in a group window. This will start the program for the 
second time and none of your work will be contained in the second window. The 
application icon is located outside of the Program Manager window. 
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Using the On-line Help 


i, 


Select the Help menu. 


Note: To view context-sensitive help, press [FI]. 


Select Contents. 


Click on the desired topic. 


To see definitions for words or phrases with dotted underlines, click on the word or phrase. 


To obtain additional help information for underlined items, click on the underlined item. 


To view the previous information click on the Back button located below the menu bar. 


To obtain a window of glossary topics, click on the Glossary button and select the desired topic. 


To close the window, select File... Exit. 


Searching for Information 


L, 


Bs 


Display the Help menu. 
Click on Search for Help on.... 
or 


Select Help...Contents. 


Click the Search button located below the menu bar. 


Type the name of the desired topic. 

Click on the topic in the displayed list of topics. 
Click on Show Topics. 

Click on the topic in the Topics Found list box. 


Click on Go To. 
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Windows 


Practice 1 - Using the Mouse 


You are going to practice using the mouse. You will learn how to point, click and drag the mouse. 


Task/Comments 
If it is not open, open the Main window. 


Point to the icon titled Control Panel in the Main 
window. 


Point to the menu option File. 
Practice pointing to icons on the screen. 


Click on the icon Control Panel. 


Select the icon File Manager. 


Drag the icon File Manager. 

Note: If you drag an icon outside the window that 
contains it, the icon will turn into a circle with a line 
through it. When you release the mouse button, the 
icon will appear in it’s previous position. 


Drag the icon back to it’s original position. 
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Keystrokes 


Double-click on the Main icon 

Grasp the mouse 

Locate the mouse pointer 

Move the mouse until the mouse pointer is on 
the Control Panel icon 

Move the mouse pointer to File 


Try it on your own! 


Point to the icon 
Depress and release the mouse button 


Try it on your own! 
Point to the icon 


Depress the mouse button 
Move the icon 


Try it on your own! 
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Practice 2 - Using the Keyboard and Mouse for Menus 


You are going to practice selecting menus with both the keyboard and the mouse. 


Task/Comments 
Access the menu bar with the keyboard. 
Choose the File menu. 
Use your right arrow key to view the other menus. 
Cancel the menus and the menu bar. 
Use your mouse to open the File menu. 
Display the Options pull-down menu. 


Display the Window and Help pull-down menus. 


Display the control menu for the Accessories icon. 
Display the control menu for the Main icon. 


Display the control menu for the Games icon. Note that 
the control menu for all 3 icons ts identical. 


Close the Games control menu. 
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Keystrokes 


Hold down [Alt] 
Press F 

[Right] as needed 
[Esc] (2 times) 
Click on File 
Click on Options 


Click on Window 
Click on Help 


Click once on the Accessories icon 
Click on Main 


You try it! 


Click on an empty area of the desktop 
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Practice 3 - Opening, Sizing, Moving, and Closing Windows 
You are going to practice using the mouse to open, resize, move, and close windows. 

Task/Comments Keystrokes 
Open the Main window. Double-click on the Main icon 
Maximize the Main window. Click on the maximize button (the up arrow in 

the upper right hand corner) 

Restore the Main window to its previous size and Click on the Restore button (the button with the 
position on the desktop. up and down arrows) 
Make the Main window wider. Move the mouse pointer to the right or left 


window border | 
Press and hold the mouse button and drag left 


or right 
Change the height of the Main window. Move the mouse pointer to the top or bottom 
border 
Press and hold the mouse button and drag up or 
down 
Now change both the height and width of the Main Move the mouse pointer to the lower right hand 
window. corner 
Notice that the pointer changes to a diagonal double Press and hold down the mouse button Drag to 
arrow. the upper left hand corner 
Reduce the Main window to an icon. Click on the Minimize button (the down arrow 


in the upper right hand corner) 


Restore the Main icon to its previous size and position. Double-click on the Main icon 
Move the Main window to another part of your Place the mouse pointer on the title bar Click 
desktop. the left mouse button and hold it down 


Drag the window and release 


Close the Main window. - Click on the Control menu and click on Close 
or 
Double-click on the Control menu 
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Practice 4 - Using the Help Menu 


Lesson 1 - Using Windows 


We are going to see how we can use the help menus to get information about Window’s capabilities. 


Task/Comments 
Start Help. 
Select How To...Change an Icon. 
Display the previous Help window. 
Display the Search dialog box. 


Search for help on copying program items. 


Access more information on copying program items. 


Find out what a program item is. 


Close the glossary window. 


Exit the Help menu. 
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Keystrokes 


[FI] 

Click on Change an Icon 

Click on Back 

Click on Search 

Type c 

Click on Copying Program Items 
Click on Show Topics 

Click on GoTo 

Click on Glossary 

Scroll until you find program item 


Click on it 


Double-click on the control menu 


File... Exit 
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Windows 


Practice 5 - Working with Multiple Windows 


You are going to practice arranging windows on the desktop so that you can maximize available space. 


Task/Comments 
Open the Accessories menu. 
Open the Main window and the Games window. 
Make the Accessories window the active window. 


Resize the Accessories window so that the scroll bar 
displays. 


Activate the Main window. 


Tile the windows. 


Cascade the windows. 


Exit Windows. 


Run Windows. 
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Keystrokes 


Double-click on the icon 
You try it! 
Click anywhere in the Accessories window 


Move the mouse pointer to the lower right 
corner and resize 


Click anywhere in the Main window 


Click on Window 
Click on Tile 


Click on Window 
Click on Cascade 


Click on the File menu 
Click on Exit Windows 
OK 


WIN [Enter] 
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Objectives 


In this lesson, you will learn how to: 


e Understand the functions of the Program Manager 
e Understand how the Program Groups are assigned 
e Understand how the Program Icons are organized. 
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Discussion 


Understanding Program Management 


Until now you have been manipulating windows and customizing the screen. However, the function of the different 
windows and icons have not been explained. The windows and icons you have been working with are used to 
organize and manage programs. There are three levels of organization. First there is the Program Manager 
window. The Program Manager contains groups. Groups are icons that open into windows that organize programs 
into logical units. Groups contain program item icons. These are used to start programs. Programs are contained 


in their own windows. For example, the Program Manager contains the Main group which contains the File 
Manager icon which is used to start the File Manager. 
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Understanding Program Management 
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Understanding the Program Manager 


Whenever you start Windows 3.1, the Program Manager will appear as the first window (unless the Windows 
settings have been modified). Think of the Program Manager as the supervisor for Windows. Program Manager is 


used to launch other applications like Word for Windows. You cannot close the program manager without exiting 
Windows. 
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The Program Manager 
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Using Program Groups 


To organize all of the applications, they are divided into groups. Groups are icons in the Program Manager that 
open into windows. You can create additional Program Groups for future categories (like Communication 
Programs) and set them up the way you wish to use them. 


ne Se 


_ Program Manager fw [af 
| File Options Window Help ; 
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Using Groups 
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When you first install Windows, it is set up to contain the following groups: 


Main contains icons for starting useful utility programs that, for 
example, control that way Windows works, manage printers and 
files. 

Accessories contains icons for starting accessory programs such as a rolodex 
program and a simple graphics program. 

Games contains games for recreational use. 

Startup 


is a group that you can place program icons in if you want those 
programs to startup automatically when you start Windows. 


Each of these group windows can be opened and closed; revealing or hiding it’s contents. In addition, you can 
create your own group windows to store program item icons. 


Using Program Items 


You use Program Items to start applications. In most cases, program items are automatically created when you 
install a Windows program. If not, you can create a program item icon for a program. In addition, you can copy 


and move the icons that are already created. You can use this technique to organize the workspace to meet your 
needs. 
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Task Switchin 


When an application window is open or minimized, it’s considered a task. You can switch between tasks. Using 


this technique, you can switch between your word processor and graphics program and then to your calculator. 
Finally, you could switch back to your word processor. 


Switching can be performed by clicking on a window. However, if you working in a maximized application, you 


may want to use the Task List. The Task List displays all of the current tasks and allows you to switch to the 
desired tasks. 


Se Program Manager 


File Options Window Help 


= Task List 
Program Manat : 
HOTSHOT WinGrab 
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The Task List 


Using the Clipboard 


You can easily transfer information between applications that have been designed to run in Windows. You can 
transfer information using Cut, Copy and Paste. Cut is used to move information from one application to another. 


Copy is used to copy information from one program to another. Paste takes the cut or copied items and places them 
in the destination application. 


You can copy and paste data between many applications. This process uses the Clipboard, a utility, that stores the 
information you have copied from one program so that you can paste it into another. In windows applications, this 
is aS simple as using the Edit menu to copy and paste between two Windows applications. Depending on the 
capability of the source and target applications, you can exchange graphics as well as text. 
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Procedures 


Starting an Application 
L Open the group window containing the program item. 


2 Double-click on the program item. 


Closing a Windows Application 


Is Double-click on the application control menu. 
or 
1. Click on the application control menu and select Close. 


Note: If you start a DOS application like Harvard ee il exit as you normally 
would from the program. 


Note: You can exit most Windows applications using File...Exit or a similar 
command. 


Copying Program Items 


1. Open the group window containing the icons to be copied. 

ys Make sure either the group window or icon of the destination group is visible. 
Ds Press [Ctrl] and drag the icon from the source to the destination. 

4. Release the mouse and then the [Ctrl] key. 


Note: If you release [Ctrl] before releasing the mouse you will move the icon 
instead of copying It. 


Moving Program Items 


1. Open the group window containing the icons to be moved. 
ee Make sure either the group window or icon of the destination group is visible. 
ae Drag the icon from the source to the destination. 
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Using the Mouse to Switch Tasks 


1. Click on the desired application window. 
or 
1; Double-click the desired minimized application. 


Using the Task List 


ie To display the task list, open the control menu of the current application and select Switch To. 
or 

I Press [Ctrl] +[Esc]. 
or 

be Double-click on the desktop. 

De Click on the desired task. 

Di Click on the Switch To button. 


Note: You can double-click on the desired task. 


Switching Between the Two Most Recent Applications 


ie Press [Alt]+ [Tab]. 


Note: You can use this technique to switch out of a DOS application that is 


running full screen. 
ae Release the mouse. 
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Using the Clipboard to Copy and Cut Information Between Applications 


| 


2. 


Start the two applications and activate the application that the data will come from (the source application). 


Select the data you want to transfer. 

Choose Edit...Copy or Edit...Cut. 

Activate the application that will receive the data (the target application). 
Position the insertion point where you want the data to appear. 


Choose Edit...Paste. 
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Practice 1 - Using Program Items 


We are going to use a program item to start an application. In addition, we will copy and move program item icons. 


Task/Comments Keystrokes 
If necessary, open the Accessories group window. Mouse movements as needed 
Start the Paintbrush program. Double-click on the Paintbrush icon 
Note: You will learn to use Paintbrush in another 
lesson. 
Close the Paintbrush window. Double-click on the Paintbrush control bar 
Activate the Main group window. Click on the Main window 


Note: If you have trouble locating this group window, 
use the Window menu. 


Prepare to copy the Paintbrush icon from the Size and move the group windows so that both 
Accessories group to the Main group. Accessories and Main are visible 
Copy the Paintbrush icon. Press and hold [Ctrl] 
Drag the Paintbrush icon from Accessories to 
Main 


Release the mouse button 
Release [Ctrl] 


Move the Solitaire icon from Games to the Main Drag the Solitaire icon to Main 
group. 

Move the Solitaire icon back to the Games group. Try it on your own! 

Close the Games group. Try it on your own 
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Practice 2 - Multi-Tasking 


You are going to practice Task List to switch between applications and using the Clipboard to copy and paste 
information between applications. 


Task/Comments Keystrokes 


Open the Notepad application in the Accessories group. Mouse movements as needed 
Note: The Notepad ts a text editor and is covered in 
Intermediate Windows. 


Type the following: Keystrokes as needed 
To: Frank 

From: Your Name 

I have calculated the total value of the project. The 

total is 559.98. Let me know what you think. 


Drag across the text to highlight it. Point to the T in To: 
Drag down and across to think. 


Copy the selected text. Edit...Copy 
Use the Task List to switch back to the Program Click on the Control bar 
Manager. Switch To... 


Click on Program Manager 
Click on Switch To 


Open the Write program in the Accessories group. If necessary, double-click on Accessories 


Note: Write is a word processor available with Double-click on Write 
Windows. 
Paste in the copied text. Edit...Paste 
Switch back to Notepad using the Task List. [Ctrl+ Esc] 

Double-click on Notepad 
Switch between the two most recent applications. [Alt+ Tab] 

[Alt+ Tab] 
Close Notepad without saving changes. File...Exit 

No 
Close Write without saving changes. File... Exit 

No 
Minimize the Program Manager. Click on the Minimize arrow 
Switch to the Program Manager using the Task List. Double-click on the Desktop 


Click on Program Manager 
Click on Switch To 
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Windows 
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Objectives 


In this lesson, you will learn how to: 


e Use the File Manager to display drives and directories 
e Format diskettes 

e Select and copy files 

e Select and delete files 


e Select and move files. 
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Windows 


Discussion 


One of the advantages of Windows is the ability of this operating system to help the user organize information and 
then provide a means of using it effectively and quickly. The first major difference between Windows and DOS is 
the organization of programs in every directory that Windows manages. 


If you are familiar with the DOS program that has been the mainstay operating system on personal computers, then 
you have probably also been frustrated with the few commands and lack of visual presentation of your files and 
subdirectories. With Windows, you can examine several directories at a time and even move files from one 
directory to another. 
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The File Manager 
rr Choose the File Manager option from the Main Group menu by double-clicking. The program will load and 
display a large window with a new set of menu options, and then a workspace will appear that contains another 
window of the directory tree structure. If the tree is longer than the window, use the vertical scrolling bar to bring 
r the rest of the tree into view, or maximize the window to display as much as possible. 
Point and click to a directory to see a listing of the subdirectories and files in the window to the right. If you 
on double-click on an icon, all of the other directories, if any, will be displayed. 
Point to any subdirectory icon and click to display all of the files in that directory. The directory tree will still be 
visible in the window to the left. Click anywhere in the tree window to make it the current window, and you can 


select another directory to display. 


To view several windows at a time within the File System, select Window...New Window, Window...Cascade or 
= Window...Tile menu option. Six windows (including the Directory Tree) will usually be the most you can display 
at one time and still be able to work within the windows. 
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Windows 


If you wish to display the files in a directory with all of its information, select View...All File Details or 
View...Partial Details menu options. With this option turned on (a check mark will be displayed to the right of the 
option), the date, time, size and attributes of the file will be displayed alongside the name. This window can be 


reduced to an icon or closed altogether by selecting the Control Menu...Close option or the File...Exit Windows 
option. 


Confirmation 


In order to confirm any operation you perform using the File Manager, you should turn confirmations on. Select 
Options...Confirmation and turn on all options and click OK. 


Copying a File 


To copy a file from one directory to another (on the same drive), first make that particular window active, point to 
the file you wish to copy, click and hold the left mouse button, hold down [Ctrl] and drag it to the new directory. 
Windows will prompt you to copy the file to the specified directory. Click on Yes and it will now reside in both 
directories in the proper sorted order. 


To copy a file from one drive to another, follow the same steps as above, but do not hold down [Ctrl]. When you 


are copying files, the file icon will have a plus (+) sign on it. Next, you will notice that when moving a file there 
will not be a plus (+) sign on it. 
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ma 
Moving a File 
r You can also move a file from one directory or disk drive to another. Simply drag the icon to the new directory on 
the same drive. The file will be moved rather than copied. To move a file from one drive to another, follow the 
same steps as above, but hold down [Alt]. 
an 
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Windows 


Renaming a File 


To rename a file on a directory, make that particular window active, point to the file you wish to rename, and click. 
Select the File...Rename command. Windows will prompt you to enter the new name. Enter the new name and 
either press [Enter] or click on OK. 
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m4 
Deleting a File 


To delete a file from a directory, make that particular window active, point to the file you wish to delete, and click. 
Select File...Delete. Windows will prompt you to verify the deletion of the file. Enter the new name and either 


press [Enter] or click on OK. Once again, Windows will prompt you to make sure this is the file you wish to 
re remove from your disk. 
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Windows 


Formatting a Diskette 


If you are familiar with PC-DOS, then you are probably familiar with the Format command. This task has been 
reduced to a very simple operation that makes it impossible to format the hard drive. 


Select the Disk...Format Diskette menu command and Windows will default to the A: drive. Yours will always be 
the A drive, so click on OK. Don’t forget to put the disk in first! 


Warning: Formatting erases all data from the disk with no hope of recovery! Be 


sure that this is what you want to do! 
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The Format Diskette Dialog Box 


Hints, Tips & Tricks 


DO NOT click on a directory icon and then select the File...Delete option. The entire directory and all of its 
contents will be erased! 


If you are moving a file from one directory to another on the same drive, you can simply choose the file(s) you 
want to move and drag them to the new directory. 
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One of the advantages of Windows is the ability of this operating system to help the user organize information and 
then provide a means of using it effectively and quickly. The first major difference between Windows and DOS is 
the organization of programs in every directory that Windows 3.1 manages. 


With Windows, you can examine several directories at a time and even move files from one directory to another, or 
from one disk to another. 


Choose the File Manager option from the Main Group menu by double-clicking on it. The program will load, 
display a large window with a new set of menu options and then a workspace that will contain another window of 


the directory tree. If the tree is longer than the window, use the vertical scrolling bar to bring the rest of the tree 
into view, Or maximize the window to display as much as possible. 


This window can be reduced to an icon or closed altogether by selecting the Control Menu...Close option or the 
File...Exit option. 
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File Manager Options 
There are several options within the File Manager. This workbook will provide a brief description of each main 


menu option, but only discuss those most often used. Consult your Microsoft Windows User’s Guide for additional 
details. 


File 


The File menu provides the user with the commands to Copy, Delete, and Rename files and Create 


Directories. You can also change the attributes of any file from this menu. Many of these options will be 
discussed later in this lesson. 


Disk 

The Disk menu contains the options to format a diskette and connect to a network drive. 
Tree 

The Tree menu contains the keyboard options normally performed with the mouse. 
View 


The View menu contains several options determining how the file information is displayed in each window. 
You can select File Details to see the size, modification date and time, and the files’ attributes. 


You can also sort the information displayed by name, type (extension), size, and date. Name and type will 
sort in ascending alphabetical order, and size and date will sort in descending order. 


Options 


The most important choice on the Options menu is Confirmation. The following options are turned on 
when File Manager is first installed. 


Confirm on Delete An additional confirmation is required by the user before a file 
selected for deletion is physically removed from the disk. 


Confirm on Directory Delete A confirmation is required by the user before any directory is deleted. 
Confirm on File Replace Provides for a confirmation response from the user in the event 


a file copied to a disk or directory will replace a file with the 
same name. 
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SS — SSS 
ia 
Confirm on Mouse Action This is a very good option to have turned on for new users. It 
allows the user to confirm the copy or move action performed 
te | with the mouse to ensure that it is exactly what the user intended 
to happen. 
- Confirm on Disk Commands 


This gives you a confirmation message when you use disk commands 
such as Format Disk and Copy Disk. 


ie TEE Cant aaton 


Confirm On 
X] File Delete 
— ] Directory Delete 
4 HX File Replace 
~X] Mouse Action 
| Disk Commands 
sie L) baseddOt.sys L) mouse.g 
| [_Icommand.com [_]net2.co 
rm 
: Lc 388KB free, 32.638KB total Total 42 file(s) (484.245 bytes) 
| The Confirmation Option 
rl 
| Window 
te This option provides you with the ability to open a new directory window. It allows the user to arrange the 
open windows within the File Manager with the Tile or Cascade options, and to merge minimized icons 
with the Arrange Icons command. 
ey 
b Help 
Help also works in a similar manner to that of the Program Manager. Select the Index option to see a list 
—— P ° 
| of all topics for File Manager. 
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Directory Tree and Windows 


You may notice that the directory icons look like closed or open file folders. If you double click on the folder icon, 
all of the other directories will be displayed. 


Point to any subdirectory icon and click to display all of the files in that directory. The directory tree will still be 
visible in the left window. Click anywhere in the tree window to make it the current window and you may select 
yet another directory to display. 


To view all of the windows currently displayed within the File Manager, select the Window...Cascade or 
Window...Tile menu option. Six windows (including the Directory Tree) will be about the most you can display at 
one time and still be able to work effectively. 


If you wish to display the files in a directory with all of its information, select the View...File Details or 
View...Other menu options. With this option turned on (a check mark will be displayed to the right of the option), 
the date, time, size and attributes of the file will be displayed alongside the name. 
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Creating, Moving, and Copying 


Copying a File 


To copy a file from one directory to another on the same drive, first make that particular window active, 
press and hold [Ctrl], point to the file you wish to copy, click and hold the left mouse button, and drag the 
file to the new directory. Windows will prompt you if you wish to copy the file to the specified directory. 
Click on Yes and it will now reside in both directories in the proper sorted order. To copy a file from one 
drive to another, follow the same steps as above but do not hold down [Ctrl]. 


=| File Manager. +] a] 


File Disk JTree View Qptions Window Help 
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Dragging a File to Copy It 
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Windows 
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= Confirm Mouse Operation | 


Are you sure you want to copy the selected files 
or directories ta C\DOS? 


|_Selected 1 file(s) (28,502 bytes) Total 8 file(s) (306.431 bytes) 


Using the Dialog Box to Copy a File 
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Moving a File 


You can also move a file from one directory to another on the same drive. Follow the exact procedure for 
copying a file above, but do not press [Ctrl]. The file will be moved, rather than copied. To move a file 
from one drive to another, follow the same steps as above, but hold down [Alt] as you click and drag. 


Renaming a File 


To rename a file in a directory, first make that particular window active, point to the file you wish to 
rename and click. Select the File...Rename command. Windows will prompt you to enter the new name. 
Enter the new name and either press [Enter] or click on OK. 


Deleting a File 


To delete a file from a directory, first make that particular window active, point to the file you wish to 
delete and click. Select the File...Delete command. Windows will prompt you to verify the deletion of the 
file. Either press [Enter] or click on OK. Once again Windows will prompt you to make sure this is the 
file you wish to remove from your disk. 


ee 
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Formatting Diskettes 


Formatting a High-Density Diskette 


If you are familiar with DOS, then you are probably familiar with the Format command. This task has 
been reduced to a very simple operation that makes it impossible to format a hard disk. Select the 
Disk...Format Disk menu command and Windows will default to the A: drive. Click on OK and 
Windows will commence with the formatting procedure for a high-density diskette. 


You have the option of assigning a volume label to the disk. Just type the volume name in the Label text 
field before clicking OK. You can also choose to make the disk a bootable system disk, which copies the 
DOS system files. This allows you to start your system with the disk. Quick format, if checked, results in 
a faster format, but doesn’t check the disk for bad sectors. This option is not recommended. Also this 
option will only work on previously formatted disks. 


File Disk Tree View Options Window Help 


Dik: = ok il _ 
Capacity: 1.44 MB Se ca pERERRE ES 


(_] Make System Disk 
(] Quick Format 


[) basedd sys ‘fe mouse. 
[J] command.com [net2.co 


| me 388KB free, 32.638KB total Total 42 file(s) (484.245 bytes) i 


Formatting a Diskette 


Formatting a Low-Density Diskette 


Follow the same procedure as above, but make sure the Capacity is changed to 720K. 
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Sorting the Display of Files and Directories 


| | Finding files or directories is much easier if you reorder the contents of a directory window. You can order the 
window contents alphabetically by the file name, alphabetically by file extension, by file size, or by the date the file 
was last saved. 
a j= File Manager Sel 
File Disk Tree laid» Options Window Help 
ig ¥Tree and Directory } fw | a 
te ee PRLERERER ; Tre e Only ‘SRRREE IRALARASRRRER RARER 
_ ie : a al Directory Only fale 
All File Details 
r] Partial Details... 
¥ Sort by Name C3 word55 F-Jint2t. cos 
Sort by Type [)~mt063e.tmp [)ipx 200 
= Sart by Size pUC 
| sort by Date 
; L) basedddt.sys [) mouse.g 
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— 
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File Attributes 


Each file has a set of attributes, or descriptive characteristics. Attributes describe whether the file has been backed 
up, is part of the DOS system, is hidden from normal viewing, or can be read but not written over. You can 


display all of the file attributes in the current directory window by choosing View...Partial Details...File Attributes 
and click on OK. 


The following is a list of attributes you can change using File...Properties: 


Read Only Prevents a file from being changed or erased. 

Archive 7 The attribute is turned off and the A does not display if the file has been backed 
up with commands such as Backup or Xcopy. 

Hidden Prevents files from displaying. 

System Prevents files from displaying. Some files that belong to DOS are hidden so that they are 


not accidentally erased. 
Working on the Network 


If you are on a network, File Manager allows you to connect to and disconnect from network drives. This gives 
you access to programs and data files stored on your network’s file servers. 

It is always necessary, however, to log in to the network before starting Windows. 

If you establish network connections before starting Windows, they will remain in effect in Windows. Use the Disk 
menu in File Manager to detach from these drives or make new connections. 


Network Drives appear as drive icons in File Manager and appear on the drive lists in Open and Save dialog boxes 
in Windows applications. 
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[PTS/SYS: TEMP] 
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Connecting to a Network Drive (Drive Connection) 
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PTSDATA/SYS: PUBLIC 
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Procedures 


Selecting Another Disk Drive and Displaying its Directory Tree 


L Click the disk drive icon for the drive you want. 


Selecting Another Directory 


1. Click the directory name you want to select. 


Creating a New Directory. 


L Select the directory in which you want the new directory. 
Be Choose File...Create Directory. 
a; Type the name for the new directory and choose OK. 


Searching for a File or Directory 


1. Select the disk drive you want to search. 
2. Choose File...Search. 
a Type the name of the file or directory and choose OK. 


Copying a File from one Window to Another 


i Open the directory that contains the file. 
Z. Press [Ctrl] and hold it down. Drag the icon of the file to the new directory on the same disk. 
3. Click on OK. 
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Copying an Entire Diskette 


Ie Insert the source diskette in the drive you want to copy from and the destination diskette in the drive you 
want to copy to. 


a Select the disk-drive icon for the source diskette. 

3% Choose Disk...Copy Diskette. 

4. Select the letter for the destination drive and choose OK. 
3, Choose Copy. 


Moving a File from one Window to Another 


L Open the directory that contains the file. 
2 Press [Alt] and hold it down. Drag the icon of the file to the new directory or disk. 
3. Click on OK. 


Deleting a File Residing in the Active Window 


i Highlight the file by pointing to it and then click one time with the left mouse button. 
ee Select the File...Delete menu option. 
Bs Click on OK. 


Renaming a File Residing in the Active Window 


Li, Highlight the file by pointing to it and then click one time with the left mouse button. 
a Select the File...Rename menu option. 

Bs Enter the new name in the box provided. 

4, Click on OK. 


Formatting a Diskette 


le Insert the diskette into the drive with the label side up and the metal side in first. 
De Select the Disk...Format Diskette menu option. 
a Follow the prompts on the screen. 
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Selecting Another Disk Drive and Displaying its Directory Tree 


li Click on the disk drive icon for the drive you want. 


Selecting Another Directory 


Ly Click on the directory name you want to select. 


Creating a New Directory 


L Select the directory in which you want the new directory. 
ok Choose File...Create Directory. 
3: Type the name for the new directory and choose OK. 


Searching for a File or Directory 


1? Select the disk drive you want to search. 
es Choose File...Search. 
a Type the name of the file or directory and choose OK. 


Copying a File from one Window to Another 


Ls Open the directory that contains the file. 

pn Press and hold [Ctrl]. 

Dis Drag the icon of the file to the new directory or disk. 
4. Click on OK. 


Copying an Entire Diskette 


L. Insert the source diskette in the drive you want to copy from and insert the destination diskette in the drive 
you want to copy to. 


a Select the disk-drive icon for the source diskette. 

a Choose Disk...Copy Diskette. 

4. Select the letter for the destination drive and choose OK. 
“F Choose Copy. 
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Moving a File from one Window to Another 


i Open the directory that contains the file. 


2 Drag the icon of the file to the destination directory. If the destination directory is on another disk, press 
and hold [Alt] while dragging. 


3. Click on OK. 


Deleting a File Residing in the Active Window 


1. Highlight the file by pointing to it and then click one time with the left mouse button. 
Z Select File...Delete. 
i Click on OK. 


Renaming a File Residing in the Active Window 


1. Highlight the file by pointing to it and then click one time with the left mouse button. 
£3 Select File...Rename. 

3. Enter the new name in the box provided. 

4. Click on OK. 


Copying a File from One Window to Another 


1. Open the Directory that contains the file. 
a Click on the file(s). 
3. Hold down the [Ctrl] key and drag the file to the window you want to copy the file to. 


Formatting a Diskette 


l. Insert the diskette into the drive with the label side up and the metal side in first. 
te Select Disk...Format Diskette. 

33 Follow the prompts on the screen. 

Sorting Files 

ibe Activate the directory window you want reordered. 

ae Use one of the commands to sort the window. 

ie If you select one of the View Sort by commands, choose OK or press [Enter]. 
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Setting Attributes for a File 


in Activate the directory. 
2s Select the file whose characteristics you wish to change. 
3. Select File...Properties. 


Connecting to Network Drives 


1. From the File Manager’s Disk menu, choose Network Connections. The Network Connections dialog 
box appears. 

De In the Network Path text field, type the path for the network drive or directory with which you want to 
connect. 
or | | 

/e You could click the Browse button, which presents a dialog box with which you can locate the network 


directory in a manner similar to opening a file with a Windows application. 


3. In the Drive field, either type the drive letter that you want to associate with the network drive. 

2, cae from the available drive letters in the drive list. 

4, If a password is required for you to attach to the network drive, enter it in the Password text field. 
5. Click Connect. 


Note: Windows will remember this connection and restore it whenever you restart 


Windows, unless you hold down [Shift] while COME CUnE the GaN, or you later 
disconnect it permanently. 


Reconnecting to a Previous Network Connection 


is From the File Manager’s Disk menu, choose Network Connections. 


Note: If you have previously attached to a particular network drive, Windows will 
remember that connection and make it available through the Previous button. 
Clicking Previous presents a list of past connections. Choosing one of these 
connections results in its path appearing in the Network Path text field. 


ie It is then a matter of choosing the appropriate drive letter to associate with that network path, and entering 
a password (if required). 


Disconnecting from Network Drives 


From the File Manager’s Disk menu, choose Network Connections. 

Choose the network drive that you want to disconnect from the Current Drive Connections list. 
Click Disconnect. 

Click Close. 


RAR WN Re 
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Practice 1 - Viewing Directories with the File Manager 


In this practice, you will work with the File Manager functions. 


Task/Comments 


Start the File Manager. 


Display all directories on the A drive. 
Display the tree and directories. 


If you cannot see all of the file names, increase the size 
of the window from the right side. 


Files are sorted alphabetically by filename. Sort them 
by file extension. 


Search the disk for program files, that is files that end 
with .EXE, .COM or .BAT. 


Search for document files ending with .DOC only. 
View all of the documents. 
The directory listing can be displayed in uppercase, 


lowercase and a variety of fonts. 


Try lowercase only. 


Turn off the status bar at the bottom of the screen. 
Turn the status bar back on. 


Return the fonts back to their original settings. 


View all of the file details, including date and time of 
creation. 


Display the C drive and its directory information. 
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Start from the Main program window 
Double-click on the File Manager icon 


Click on the A drive icon 
View...Tree and Directory 


Click and drag as needed 
View...Sort by Type 
View...By File Type 

Select Programs only 
View...By File Type 

Click Programs to deselect 


Click Documents only 


View...By File Type 
Select all except hidden files 


Options...Font 


Font: Arial 
Style: Regular 
Size: 9 

OK 


Options...Font 

Click Lowercase 

OK 

Options...Status Bar 
Options...Status Bar 
Options...Font 

Font: MS Sans Serif 
Size: 8 

OK 


View...All File Details 
View...Sort By Name 


Click C drive icon 
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Practice viewing files in the DOS directory. Click on the DOS file folder icon 
Note that the file icon opens and the files are displayed 
on the right side of the window. 


Scroll down the directory tree listing until you see the Click on the Windows folder icon 
Windows folder icon. 


See if there are any subdirectories in the Windows Double-click on the Windows folder icon 
directory. The System folder should appear 

With the windows folder open, display the DOS Double-click on the C drive icon 
directory (folder) information also. Click on the DOS folder 

Note that both directories along with their file listing Window...Tile 


are displayed on the screen. 


Close the DOS window. Double-click on the control menu 


Return to the A drive. | Click the A drive icon 
| Reposition the window if necessary 
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Practice 2 - Working with the File Manager 


In this practice, you will work with the File Manager functions. 


Task/Comments Keystrokes 
Create a new directory and name it CLASS. File...Create Directory 
Enter CLASS 
OK 
Select the file DOC. Click DOC 
Delete the file. [Del] 
or 


File...Delete 


Select three consecutive files, AAA.HIS BBB.HIS Click AAA.HIS 


CCC.HIS. [Shift] and click on CCC.HIS 
They should have had the extension .BIS, rename them. File...Rename 

Type *.BIS 

OK 
Select three separate files, FLYERS.HKY Click on FLYERS.HKY 
INTRO.DOS PEOPLE. Press [Ctrl] 


Click on INTRO.DOS 
Press [Ctrl] 
Click on PEOPLE 


Move them into the CLASS directory (folder). Click and drag over to the CLASS folder and 
release 


The confirmation prompts you for the move 
OK 


Confirm the files are now in CLASS. Click on CLASS 


Select all files that end with the extension .PRD. File...Select File 
* PRD 
Select 


Copy these files into the CLASS folder. Press [Ctrl] 
Click and drag over to the CLASS folder and 
release 


The confirmation prompts you for a copy 
OK 


Search for the file HPLASLAN.PRD. File...Search 
HPLASLAN.PRD 
Choose All Subdirectories 
OK 


Close the search window. Double-click on the Control menu 
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Delete the CLASS subdirectory, including the files 
copied to it. 


Exit File Manager. 
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Click once on the CLASS subdirectory to select 


it 
File...Delete 
Delete 

Yes to all 


File... Exit 
OK 
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Practice 3 - Expanding and Collapsing Directory Trees 


Task/Comments Keystrokes 
Start the File Manager. Open the Main window and double-click on the 
File Manager icon 
Select the Windows directory. Click on the Windows File icon 
Expand the Windows directory. Double-click on the Windows icon 
Collapse the Windows directory. Double-click on the Windows icon 
Expand all branches on drive C for a visual display of Click on Tree...Expand All 


your hard drive. Use the vertical scroll bar to see all 
of your files. 


Collapse the directory window. Click on the C:\ file folder icon 
Tree...Collapse Branch 


cr ————————————————————————— 
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Practice 4 - Viewing Files 


The View menu contains several options on how file information is displayed. We’ll take a look at some of those 


options now. 


Task/Comments 
Expand the directory for the C drive. 
Open the Windows directory. 


Sometimes it’s helpful to know how large a file is or 
when it was created. Display details on each file. 


Display the files in alphabetical order by type (file 
extension). 


You may want to organize your files by size. 
Display a listing of files organized by date of last 
modification. 


Close the File Manager. 
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You try it! 
Click on the Windows icon 


View...All File Details 
View...Sort By Type 
View...Sort By 

Size 


View...Sort By Date 


File...Exit 


a 
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_ Practice 5 - Copying and Moving Icons Between Groups 
ry We will add some program items to our Work Tools group. We’ll do this by moving and copying icons between 
| | groups. 
ES 
| Task/Comments Keystrokes 

Open the Work Tools group icon. Your turn! 

Open the Accessories group. Double-click on the Accessories icon 
Arrange both the Accessories and Work Tools Window...Tile 
| | windows on your desktop. 
oe Move the Calculator from the Accessories window to Click on the Calculator icon in the Accessories 
t the Work Tools window. Window 

Note: The Calculator no longer appears in the Hold down the mouse and drag the icon to the 

Accessories window. Work Tools window 
om 
| Copy the Calendar from Accessories to your Work Press and hold [Ctrl] 

Tools group. Click on Calendar in the Accessories window 
= Note: The Calendar now appears in both the Drag the icon to the Work Tools window 
Accessories and Group Tools windows. 

_ 
‘am 
om 
m7 
i. 
mn 
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Practice 6 - Deleting Program Items and Program Groups 


Task/Comments 
Make Work Tools the active window. 


Delete the Calendar program item. 


Delete the Write program item. 


Move the Calculator icon back to the Accessories 
window. 


Now that our Work Tools group is empty, we can 
delete it. 


Keystrokes 


Click anywhere on the Work Tools window 


File...Delete 
Yes 


Your turn! 
You try it! 


Select the Work Tools group icon File...Delete 
Yes | 
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Lesson 4 - Printing 


Objectives 
In this lesson, you will learn how to: 
e Use the Print Manager 


® Control print jobs. 
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Discussion 
Print Manager 


When you print from a Windows application, the application sends the print file to the Windows Print Manager. 
Print Manager works in the background, sending your files to the printer while you continue working. As you send 
files to Print Manager, Print Manager forms a print queue, which is a list indicating the file currently printing and 


those files waiting to be printed. You can check on the status of a file in the print queue at any time and change the 
status of the file up until the time that it starts printing. 


= Program Manager _ fe] 


fe "Print Manager ml. oa 


| View Options Help | 


i The HP LaserJet Series If on LPT1 (Local) is Idle F 


$lonLPT! {idle 


Ca 


HOTSHOT 
WinGrab 


The Print Manager Window 
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| | To look at the print queue, choose the Print Manager icon from the Main Group window. The printer queue 
information line in the print queue tells you the following: 
ame! e 
, | The name of the printer 
Where the printer connects to your computer 
The current status of the printer. 
Pm 
f 4 The file information line gives you information specific to the file, such as: 
= The title of the print job assigned by the application 
| | The file’s position in the queue or a printer icon if the file is printing 
The size of the file 
The date and time you sent the file to Print Manager 
| If a file is currently printing, its information line also tells you the amount (as a percentage) of the file printed so 
far. 
| | Controlling Print Jobs 
You can change the position of a file in a queue, as long as that file has not yet begun to print. Simply select the 
i file whose position you want to change, drag it to its new position in the print queue, and then release the mouse 
button. The numbers and file information in the print queue change to reflect the new positions of the files. 
a Using buttons in the Print Manager window, you can interrupt the printing of a print queue. To temporarily 
P| interrupt printing, select the information line for the print file. Choose the Pause button. To continue printing after 
interrupting it, select the information line for the print file. Choose the Resume button. 
7 
P| You can use the Delete button in the Print Manager window to delete a file from a print queue at any time. 
m 
m 
on 
om 
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Procedures 


Displaying the Status of Print Jobs 


Ls Double-click on the Print Manager icon from the Main window. 


Note: The Print Manager window displays and lists the name of each queue and 
each job in the queue. When the status of a job changes (e.g., when a job is 
printed), the Print Manager window can be updated to remove the name of the job 
from the queue. 3 


Changing the Order of the Queue 

i Select the file whose position you want to change. 

en Drag it to its new position in the print queue and release the mouse button. 
Placing a Single Print Job on Hold 

1. Select the information line for the print file. 

Bs Choose the Pause button. 

Resuming a Job on Hold 

ie Select the information line for the print file. 


Z. Choose the Resume button. 


Canceling a Print Job Before or During Printing 


L Select the information line for the print file. 
Ds Choose the Delete button. A dialog box appears asking you to confirm the deletion. 
Die Choose OK. 


Canceling All Print Jobs 


ee Choose Options...Exit. A dialog box will appear asking you to confirm the deletion. 
a Choose OK. If you do not choose OK, Print Manager will continue to operate and the files will continue 
to print. 
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Lesson 5 - User Preferences - The Control Panel 


Objectives 


In this lesson, you will learn how to: 


Set the colors of your screen 

Change the time and day stored in the computer 
Adjust the keyboard and mouse speeds 

Adjust the desktop options 


Adjust the fonts. 


a  ——————————————————————— 
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Windows 


Discussion 


Each person has his or her own way of doing things. Windows has features that will allow you to operate in most 
any style in regards to color, quickness and even being left-handed. The Control Panel is the tool that provides 


these options. 


Using the Control Panel 


There are between ten and twelve options on the Control Panel, depending on the type of computer you have and 
whether or not you are running on a network. With this window of utilities, you can make changes to your mouse, 


set colors, and even set defaults as to the fonts to be used by the computer. 


The Color, Mouse, Desktop, Date/Time, Keyboard, and Font options are used by you to tailor your computer. 


Each of these is discussed below. 


Se Gd a EI 
f Settings Help | 2 


i kG 


Fonts Ports Desktop Keyboard Printers 
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f Intemational Date/Time 386 Enhanced Drivers Sound 
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system Date and Time 
om 
| If you are on a network, you should never have to adjust the time or date on your computer -- the network will do it 
for you every time you login. Otherwise, you may need to adjust the time and date the first time you turn the 
computer on. 
| 
| It is very easy to change the date and time of your computer. Choose the Date/Time icon to open the dialog box. 
Simply point to the particular item of either the date or time, such as days or hours, and click. Point to either the 
= up or down arrow and click to adjust the item. 
= 
[=| Control Panel I] 
settings Help 


k 2 
| : Date a eyboard Printers 

A#29792 
: @ gous 
ey Time 
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= The Date/Time Dialog Box 
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Adjusting Keyboard Speed 


If you are having trouble entering information because you are just lightening fast, choose the Keyboard icon from 
the Control Panel to adjust the speed. Click in the Test box and hold down a key. Adjust the delay before first 
repeat key with the scroll bars. ~ 


[Contr Pane 


= Keyboard 


Keyboard Speed 
Delay Before First Repeat 
Long 
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The Keyboard Dialog Box 
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Adjusting the Mouse 


For the left-handers in the world, there is an option on the Control Panel just for you! Select the Mouse icon to 
change a couple of settings. 


The dialog box will allow you to swap the left and right buttons so you can use the mouse in your left hand and use 


your index finger, just like right-handed people. Just click in the Swap box until there is an X in it and then click 
on OK. 


There is another good use for this dialog box for those who have never used a mouse before. If you are having 


trouble double-clicking on icons in order to get them to execute, this dialog box will also allow you to slow the 
mouse down to fit your clicking speed. 
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The Mouse Dialog Box 
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Adjusting Colors and Background 


The last two options from the Control Panel you may want to adjust will be the Colors and Desktop. Both of these 
options change your screen appearance. 


The Colors option controls exactly what it implies: the color of the various components of your screen. The 
background of your screen is called the desktop. With the Desktop you can select from a variety of patterns, or 
create one of your own. For the real adventurous people, or those simply lacking creativity in their lives, you can 


even select from a group of bit-mapped images called wallpaper. These replace the patterns with pictures in the 
background of your screen. 


Setting Colors 


You can also adjust the colors of your screen to fit your own needs. Select the Colors icon from the Control Panel 
window. A screen will display. 


Setting colors in Windows 3.1 is very convenient. The first menu available is the Color Schemes (this is a 
drop-down list box type of menu). Initially, the Windows Default is the option selected. 


Below this is the sample screen. As you change colors, the sample screen will change. To use the keyboard, 


simply press [Down] and the next available programmed option will list in the Color Schemes menu and display its 
set of colors on the sample screen. 


To use the mouse, point to the down arrow beside the option displayed in the Color Schemes block. A menu will 
display with the available options. Click on [Up] or [Down] to move to the option you want and click on it. 


You can also create your own colors for the windows. To display the available colors, click on the Color 
Palette> > button at the bottom of the screen. This will display another menu called the Screen Element. It 
works just like the Color Schemes menu, and it displays a menu of all of the individual parts, or elements, of the 
entire screen. You can choose from this menu to change the element colors, but there is a much easier method. 


First, point to the part of the window you would like to change on the Sample screen, such as the Active Title Bar. 
That part’s name will display in the Screen Element menu box. To set a color, point and click on the color from 


the Basic Colors palette. Keep selecting the portions you wish to change and the new colors in order to create what 
works for you. 


After you have adjusted all of the colors, you may wish to save your new combinations. If so, select the Save 
Schemes button and enter a name. Then select the OK button. At any time you may return to the Color dialog box 
and select the Windows Default option to return the screen to its original settings. 
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Setting the Desktop Background Pattern 


The entire background of your screen is called the Desktop. Initially, the desktop is gray. You can set the desktop 
to any color by using the Colors icon (see the previous section). The desktop provides two kinds of options to set 
this background: Patterns and Wallpaper. 


Patterns provide small images, such as boxes or diamonds, as a backdrop to everything else that is displayed on 
your screen. Wallpaper, on the other hand, is a very detailed graphic image, called a bit-mapped image. There 
are several options already provided for you, but you can create your own with a desktop scanner or Microsoft Paint 
(a part of Windows 3.1 but not provided for in this course). 


To set either Patterns or Wallpaper, select the drop-down arrow next to the default option in each box under each 
heading and click with the mouse. Click on the option you want and then click on OK. 


Note: Don’t choose both options at the same time. The Wallpaper will always 
overlay the pattern. 


Setting the Fonts 
Windows comes with several fonts. Third-party vendor fonts can also be added. 


To add a new font to Windows, select the Add button. The list of fonts are those in the current directory that use 
the .FON file extension. Select those fonts you wish to add to Windows. 


To remove a font from Windows, select the font you wish to remove. Click on the Remove button. Windows will 
ask you if you really wish to remove that particular font; confirm or deny your decision. 
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Procedures 


Adjusting the Time or Date 


1. Select the Control Panel icon from the Main Group window. 
oe Select the Date/Time icon. 

3. Point to the hours, minutes, month, day or year. 

4. Adjust the entry using the vertical scroll bars. 


Note: You should not have to perform any time or date change. When you login 
to the network, the host computer will synchronize your machine with it to make 
sure all computers have the same date and time. 


Adjusting the Mouse Speed or Changing Mouse Buttons 


Li Select the Control Panel icon from the Main Group window. 

ee Select the Mouse icon. 

5, Click on the box marked Swap Left/Right Buttons to adjust the mouse if you are left-handed. 

4, Adjust the Double-click Speed by moving the horizontal scroll bar left or right and then test the setting by 


double-clicking in the TEST box. 


5; Click on OK or press [Enter]. 


Adjusting the Keyboard Speed 


i: Select the Control Panel icon from the Main Group window. 
De Select the Keyboard icon. 

a Click in the Test box. 

4. Hold down a key and adjust the speed. 

5. Click on OK or press [Enter]. 


Selecting a Color Scheme 


1. Select the Control Panel icon from the Main Group window. 
Bes Select the Colors icon. 

a Select the option you want from the Color Schemes menu. 
4, Click OK or press [Enter]. 
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Windows 


Setting Your Own Screen Colors 


1. 


2. 


2 


8. 


Select the Control Panel icon from the Main Group window. 
Select the Colors icon. 

Select the Color Palette> > button. 

Click on any area of the sample screen. 

Click on the color of your choice from the palette. 

Continue selecting screen elements and colors. 

Click OK or press [Enter]. 


To cancel any of your color changes, click on Cancel. 


Choosing a Wallpaper Image 


i, 


De 


3. 


4. 


a. 


Select the Control Panel icon from the Main Group window. 
Select the Desktop icon. 

Select the option you want from the Wallpaper menu. 
Choose Center or Tile the image. 


Click OK or press [Enter]. 


Choosing a Desktop Pattern 


is 


Ln 


Be 


4. 


Select the Control Panel icon from the Main Group window. 
Select the Desktop icon. 
Select the option you want from the Pattern menu. 


Click OK or press [Enter]. 


Adding/Removing Fonts to/from Windows 


i Select the Control Panel icon from the Main Group window. 
2 Select the Fonts icon. If you are adding fonts, specify their location. 
3. Select the Add or Remove button. 
4. Select the filename (with .FON extension) for the font to install or remove. 
oe Click OK or press [Enter]. 
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Practice 1 - Using the Control Panel to Customize Windows 


We'll use the control panel to change the color and pattern of our desktop. We'll also customize mouse operations. 


Task/Comments Keystrokes 

Start Windows if necessary. Open the Main group icon. Double-click on Main 

Open the Control Panel. Double-click on the Control Panel 

Set the colors for your desktop. Double-click on the Color 

Change the color scheme to Pastel. Click on the down arrow in the Color Schemes 
box 
Click on Pastel 
OK 

Change the desktop pattern. Double-click on the Desktop icon 

Change the pattern of your desktop. Click on the down arrow in the pattern box 

| Click on the pattern of your choice 

OK 

Change the mouse operations. Double-click on the Mouse icon 

Set the mouse tracking speed. Drag the scroll box toward slow 


Move your mouse back and forth to examine the 


new tracking speed 


Change the double-click speed. Double-click on the test Drag the scroll box in the double-click speed box 
button to determine how fast you must double-click to toward slow 

highlight the button. 

Exit and save your changes. OK 
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Lesson 6 - Desktop Accessories 


Objectives 


In this lesson, you will learn how to: 


e Use the Calculator 

e Use the Cardfile 

e Use the Clock 

@ Use the Notepad 

e Use the Calendar 

e Use the Character Map. 
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Discussion 


Windows 


There are several accessories in Windows 3.1 that will help make life easier for you. We will talk about a few of 
these: The Calculator, Cardfile, Notepad, Calendar, the Character Map and Clock. 


The other options are as follows: 
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Write 
Paintbrush 


Terminal 
Recorder 


PIF Editor 
Object Packager 
Media Player 


Sound Recorder 


A word processor with the ability to print graphic images you 
copy and paste from other Windows applications. 


An empty canvas waiting for you to draw to your hearts content 
and then save your design. 


A communications program. 


A way of saving often repeated keystrokes. 


An advanced technique for making non-windows programs work 
under Windows 3.1. 


A tool to create an icon that represents an embedded or linked 
object and then insert the icon into a document. 


Used to play multimedia files such as sound or animation, and 
control hardware devices, such as a videodisc player. 


Used to play, record, and edit sound files. 
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The Clock 


The Clock displays a clock face on your screen complete with second hand. With the Settings menu, you can select 
between a digital or analog clock display. You can change the date and time font, choose to see or not to see a title, 


which includes the control menu, title bar, minimize and maximize buttons. You have the option to turn seconds 
and the date on and off. 


EL SCSProgram Manager Sd 
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Games Word a aan 
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The Clock Accessory 
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If you reduce the clock to an icon, it will continue to display the correct date and time on your desktop. In order to 
display the clock continuously, do not maximize your current window application. Size it so that you can still see a 
portion of the desktop at the bottom of the screen. Your minimized clock will then constantly show you the time. 


=| Heros OR: Word » Document: 
Ho File Edit View Insert Format Utilities Macro Windo 


T style GS669 anne 


The Desktop Clock 
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The Calculator 


The Calculator is one of your Windows accessories. You may choose between a standard and a scientific 
calculator. Use the View menu to switch between the two different calculator modes. 


The Standard Calculator 


rr 
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The scientific calculator offers many additional operations such as calculating in binary, octal, and hexadecimal 
numbering systems; exponential and logarithmic functions; trigonometric calculations; and a statistics window for 
entering numerous numbers. 


Se 


Edit View Help 


0 Rad 0 Grad 


The Scientific Calculator 


You can enter numbers using the keyboard, or use your mouse to click on the numeric keypad on the screen. The 
same holds for the arithmetic operators. You can type a minus sign or use the screen keypad. [Enter] or the equal 
(=) sign on the screen keypad will give you the results of your calculation. 


Your calculation results can be copied and pasted to another Windows application. Simply use the Edit...Copy 


command to copy your results to the clipboard. When you open another application, you can use Edit...Paste to 
insert your calculated value. 
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The Notepad 


If you need to make a few quick notes, try typing them into the Notepad. Any quick note that you normally jot 
down on paper can now be entered and stored for future use. The Notepad creates and uses ASCII text files. 
These files do not contain any formatting, only the text you have typed. The Notepad is an excellent tool for 
creating memos and messages to be transmitted through a modem or electronic mail. The Notepad can be used to 
create or edit batch or Windows initialization files. Windows initialization files are files that keep track of the 
customization on your system and in Windows. 


You can “date stamp" any of your entries, like a daily diary or log. Select the Edit...Date/Time menu option. 
Both the time and date will appear in your notes (earlier versions of Windows only includes the date). By typing 
-LOG (in all capital letters) to the top of any file, you can add an automatic date/stamp to a file that you use on a 
continual basis. Each time you open this file, Notepad will automatically enter the new date at the end. 
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The Notepad Accessory 


If you find that the text you are typing is extending out to the right of the screen, it is because Notepad requires that 
the Word Wrap option be turned on in order for the text to stay within the boundaries of the window border. Select 
the Edit...Word Wrap menu option. After you choose this option, Word Wrap will have a check mark beside it. 
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Windows 


The first time you use Notepad, and subsequently every time you open Notepad, you will get a blank page. After 
you begin entering some notes, you need to save your work. Select the File...Save menu option. The first time, 
Notepad will prompt you for a file name. Remember to keep your file names to 8 alpha or numeric characters with 


no spaces. Notepad will automatically attach a .TXT extension, though you may enter any 3-letter extension. After 
you enter a name, press [Enter] or click on OK. 


Use File...New to start your next note and Notepad will prompt you to save the first one if you have made any 
recent changes in it. 
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The Calendar 


This can be a best friend to the person who needs to keep track of meetings, when to make phone calls, and when 


special events will occur. If you have the need to record these types of reminders, then Calendar is the program for 
you. 


— = 


File Edit View Show Alarm Options Help 


The Calendar Accessory 


a You can enter any reminder into the Calendar and set the alarm, and it will beep you in advance for that particular 
| | item, even if you are in another application. To use this feature, however, you must leave the calendar on your 
desktop as an icon. It will continue to tick away the seconds and remind you when necessary. 
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To enter a reminder, point next to the time for the item and click. A vertical cursor will appear and allow you to 


enter the item. To set the alarm, choose the Alarm...Set menu option and a little bell will appear next to the 
appointment. 


Sl Calendar-tuntted 
File Edit View Show Alarm Options Help 
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The Alarm Controls Dialog Box 


To save the calendar, choose the File...Save menu option and the Calendar program will prompt you to enter a 
name. 


To open an existing calendar, choose the File...Qpen menu option and select the calendar from the list. 
To see the calendar for each month, select the View...Month menu option and calendar will be displayed as a whole 


month. Use the scroll arrows at the top of the calendar, next to the day and time to change to a different month, or 


use [PgUp] and [PgDn] on your keyboard. To set an appointment for any day, point to the day and double-click. 
The daily view will now be displayed. 
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Lesson 6 - Desktop Accessories 


The Calendar is normally set to hourly schedules. You can change to fifteen minute or half-hour time slots by 
choosing the Options...Day Settings menu option. A dialog box will be displayed where you can then select the 


30-minute option. 
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Windows 
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Changing the Day Settings 


An individual time that falls between the regular Day Settings time intervals is called a Special Time. You may set 
special times with Options...Special Time. For example, your normal calendar is set for half-hour intervals, but 
today you have a 2:15 PM appointment. You can set 2:15 PM as a special time for today. 
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The Cardfile 


The Cardfile is like a rolodex. You can keep names and addresses, notes, or even lists of books, records or tapes. 
It will store and automatically alphabetize the information you log in. 


File Edit View Card Search Help 
Pp Cad View Card CS 


\Wood, Steve 
aIABC Industries 

1985 Ford Road 

Phila. PA 19131 


The Cardfile Accessory 


The Cardfile screen displays a notecard. The top line is the index line for alphabetizing, and the bottom section is 


for the notes and information you are keeping track of. The Cardfile sorts the cards alphabetically by the 
information in the index line. 


You can enter index line by double-clicking it, or pressing [F6]. The index line is only a single line. The body of 
the card can hold up to eleven lines. After you fill out the first card, you can insert a new card with Card...Add or 


[F7]. New cards are originally placed at the beginning of the deck. As soon as you select another card or add a 
new one, the Cardfile alphabetically repositions the card. 
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Adding a New Card 


Windows 


You can duplicate the total contents of a card with the Card...Duplicate option. This is handy if you need an 


identical card, or if two cards only differ in minor details. 


There are two ways to view your cardfile, in Card format, or in a List format. 


lines. You can use the List view to easily make changes to index lines. 


You can edit any card or index line at any time. 


The List view only displays index 
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ae File Edit View =ue Search Help 
Egane: Willian 
Fillmore, Micheal 
ra Fox, Nadine 
Gillman, Mary 
Newman, Fred 
Wood, Steve 
=a 
om 
— 
‘_ 
Pe 
Viewing the Cards in List Format 


There are several methods that can be used to move to or select a card. You can use the mouse 
= to click the right and left arrows to view the next card forward or backwards. You can also use [PgUp] and [PgDn] 
on the keyboard. You can automatically jump to cards with index lines beginning with specific letters or numbers 


by pressing [Ctrl] and a letter or number. By continuing the action, you will cycle through all of the cards 
— beginning with that letter or number. 
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The Search...Go To feature will search for any text in the index line, not just the first letter. To find text in the 
body of a card, use Search...Find and enter the text. Use Search...Find Next or [F3] to continue searching cards. 


& Cardfile - (untitled) w/e 
File Edit View Card Search Help 
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Searching for Text 


You can use Edit...Cut, Edit...Copy, and Edit...Paste to make any corrections to your cards. These commands 


can also be used to copy information from one application to another. Use Edit...Undo to reverse any editing 
changes. Use Card...Delete to delete any unwanted cards. 
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The Cardfile not only holds text information, but records pictures as well. You can use the Paintbrush program to 
create or convert a picture and then use the clipboard to copy the picture to the Cardfile. 


Cut Shift+Del 
Copy Ctrl+Ins 
Paste Shift+lns 
Index... 

Restore 


Cards Can Contain Pictures 


Save your collection of cards with File...Save or File...Save As. If you wish to merge two sets of cardfiles 
together, open one and use File...Merge to add all of the cards from a cardfile saved on disk. 


Use File...Print to print the first card in a card stack. Print all of the cards with File...Print All. You can print 
just the index lines by first changing the view to List view and then selecting File...Print All. 


You can use Card...Autodial from the Cardfile menu to dial a telephone number via a modem. Before dialing the 
first time, you will need to use the Autodial Setup. In this dialog box you can specify tone or pulse dialing, the ae 
used by the modem, the modem’s baud rate, and a prefix for an outside line. 


To use the Autodial, first select the card with the phone number, and then choose Autodial from the menu, or press 
[FS]. The Autodial dialog box will display the current card’s telephone number. You can indicate if you want the 
modem to use the prefix or not for this phone call. If a card has several phone numbers listed, Cardfile always 
selects the first telephone on the current card to insert into the Autodial dialog box. If this number is not the one 
you want to dial, you can type in the correct number. You can also use the mouse to first select the desired number 
from the card and then invoke the Autodial menu. 
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Procedures 


To load the Windows Calculator, choose the Calculator icon from the Accessories window. 
To load the Windows Clock, choose the Clock icon from the Accessories window. 

To load the Windows Notepad, choose the Notepad icon from the Accessories window. 

To load the Windows Calendar, choose the Calendar icon from the Accessories window. 


To load the Windows Cardfile, choose the Cardfile icon from the Accessories window. 


Saving a File 


Ls To save your work in either the Notepad, Calendar, or Cardfile, select the File...Save As or File...Save 
menu option. 


es Enter a name from 1 to 8 characters. Notepad will automatically append .TXT to the file name and 
Calendar will append .CAL after you press [Enter] or click on OK. 


Moving and Copying Text 
1. To move or copy text, first select the text and choose Edit...Cut to move text or Edit...Copy to copy text. 


oe Position the cursor where the text should be retrieved. Select Edit...Paste. 


Displaying the Clock 


if Open the Clock accessory. 

bs Using the Settings menu to select digital or analog display. 

3. Minimize the clock window. 

4. To view the Desktop, use your other programs in Restore size. 


Adding a Date Manually to a Notepad File 


Ls Choose Edit...Time/Date from the Notepad menu. 
or 
Le Press [F5]. 


Adding an Automatic Date to a Notepad File 


1. Begin the file with .LOG. 
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Setting the Alarm for an Appointment in Calendar 


2 Place the blinking cursor beside the time of your appointment. 


poe Select the Alarm...Set menu option. 


Note: A symbol of a bell will appear next to the time in the left-hand column. To 
clear the alarm select the Alarm...Set option again. 


Sounding the Alarm Before Your Appointment 


iv Place the blinking cursor beside the time of your appointment. 

Ds Turn the Alarm on. 

a Select the Alarm...Controls menu option. 

4. Enter the number of minutes, up to 10, for the amount of advance notice you desire. 


Entering the First Card 


in In the Cardfile accessory, type the body of the card. 


a Choose Edit...Index to enter the index line. 


Note: You can also edit the Index line by double-clicking it or pressing [F6]. 


Inserting a New Card 


i, Choose Card...Add from the menu. 


or 
Ee Press [F7]. 


Searching for Cards 


1. Choose Search...Go To or [F4] to search for text anywhere in the Index line. 

a ‘Search for the first character of the Index line by pressing [Ctrl] plus a letter or number. 
3. Search for text anywhere on the card with Search...Find. 

4. Continue finding search text with Search...Find Next or [F3]. 


Printing the Cardfile 


l. To print a single card, first select it. Choose File...Print to print the card. 

Z. To print all of the cards, choose File...Print All. 

a To print just Index lines, choose View...Index. Choose File...Print All to print the Index screen. 
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Practice 1 - Using the Clock Accessory 


Keystrokes 


Task/Comments 


les 1con 


Double-click on the Accessor 


Open the Accessories Program Group. 


k on the Clock icon 


IC 


Double-cl 


Open the Clock accessory. 


Click on Sett 


ings 


Change the clock to digital and then analog. 


Select Digital 


The clock usually starts as an Analog display. 


Click on Settings 
Select Analog 


Your turn! 


Choose the setting you like. 


button 


Inimize 


Click on the m 


Minimize the clock. 


Click on the Control Menu hyphen for the 


Program Manager 


Select Restore 


Make sure that the Program Manager is restored. 


indow 


Drag the edges of the w 


Size the Program Manager window so that you can see 


the clock icon at the bottom. 


Note: You must be able to see your desktop to view the 


minimized icons. 
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Viewing the Clock on the Desktop with Any Open Window 
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Practice 2 - Using the Calculator 


We are going to practice using the Windows calculator. 


I 


Task/Comments 


Open the Calculator accessory. 


View the two types of calculators. 


Set the calculator to standard. 


Use the keyboard to perform the calculation 2+2. 


Clear the answer with the keyboard. 


Use the mouse and screen keypad to perform the 
calculation 2+2. 


Clear the answer with the mouse. 
Enter the next calculation, but do not total it. 


Use the mouse to clear only the last entry. 
Note: To clear the last entry with the keyboard, use 
[Del]. 


Enter the number 50 instead and total it. 
Clear the total. 

Enter the next multiplication calculation. 
Clear the answer. 


Problem: What is the 6.5% sales tax on a $56.50 
purchase? 


Clear the answer. 


Let’s explore the +/- sign. Enter the next formula (25 
multiplied by minus 2). 

Notice the answer 23. The minus sign cancels the 
multiplication sign. 
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Keystrokes 


Double-click on the Calculator icon 


View...Scientific 
View...Standard 


You do it! 
Press 2 
Press + 


Press 2 


[Enter] 

[Esc] 

Click 2 

Click + 

Click 2 

Click = 

Click the C to clear 
25 + 35 


Click on CE 


50 = 
Click C 
25 * 2 = 


You know how to do this! 


Keystrokes as needed 


25 * -2 = 


Page 107 


Lesson 6 - Desktop Accessories 


Windows 


Practice 3 - Using the Notepad 


We are going to use the Notepad accessory to create 
some notes. We will also copy text from the Notepad 
to another application. 

Task/Comments 
Open the Notepad. 
Turn on the word wrap feature. 
Enter the notation to automatically date stamp new 
entries. 
Note: .LOG must be in uppercase letters. 
Since this is the first entry, you have to manually date 
stamp it with the Edit menu. End the line and skip a 


line. 


Use [Tab] to indent and type in the following message. 


Save the file as NOTE1. 


Open the file TODO.NOW from your class directory 
or data disk. 


Note: The Notepad looks for .TXT extensions. 


Change the filename to search for all files with a 
-NOW extension. 


Select TODO.NOW. 


Keystrokes 


Double-click the Notepad icon 
Edit...Word Wrap 


.LOG 
[Enter] [Enter] 


Edit... Time/Date 
{Enter] [Enter] 


[Tab] 

I am learning to use the Notepad to write 
memos, short notes, batch files, and messages 
for electronic transmission. 


File...Save 
A:NOTEI1 
[Enter] 


File...Open 


A:* NOW 
[Enter] 


Double-click on TODO.NOW 


— TE Eee SSS sss SSSA SSS sss iss ss ssi sss 
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Practice 4 - Editing the Notepad 


We are going to practice editing the Notepad. 


Task/Comments 


Move to the end of the document. Then move to the 
top of the document. 


Move down to a line of text. Move to the end of the 
line. Move to the beginning of the line. 


Move word by word to the right, then to the left. 


Use the mouse to click the up and down scroll arrows 
in the scroll bar. 


Use the mouse to drag the scroll box up and down the 
scroll bar. 


Keystrokes 


[Ctrl+ End] 
[Ctrl+ Home] 


[Down] as needed 
[End] 
[Home] 


[Ctrl+ Right] (3 times) 
[Ctrl+ Left] (3 times) 


Keystrokes as needed 


Keystrokes as needed 


Move to the top of the document. Your turn! 

Search forwards for the word car. Search...Find 
car | 
[Enter] 


Repeat the search. 
Search backwards for laundry. 


Select the words Pick up laundry. 


Search...Find Next 
You try it! 


Drag mouse pointer across text 


Cut the selected text. Edit...Cut 

Move to an empty line at the end of the document and [Ctrl+ End] 

paste the text. [Enter] 
Edit...Paste 


Use the mouse to select the word Thursday. 


Delete the word. Then use Undo to bring it back. 


Select the words Pick up car at 5:00. 


Double-click Thursday 


[Del] 
Edit...Undo 


Keystrokes as needed 


Copy the text to the clipboard. Edit...Copy 
Save the file. File...Save 
Get a new Notepad screen. File...New 
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Paste the selected text. 


Open a new file. Do not save the present document. 


Open NOTE1.TXT. 
Did your automatic LOG date work? 


Paste the text again to the end of the document. 


Use the Page Setup menu to change the left and right 
margins to 1 inch. Place your name in the header. 


Save the file as NOTE2. 


Exit the Notepad. 


Edit...Paste 


File...Open 
Click No 


A:NOTEL.TXT 


Your turn to try it! 


File...Page Setup 

Header: Type your name 
Left Margin: 1 

Right Margin: 1 

OK 


File...Save As 
A:NOTE2 
[Enter] 


File... Exit 
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Practice 5 - Using the Calendar 


We are going to practice using the Calendar and its features. 


Task/Comments 


Open the Calendar. 


Change the calendar times to start at 8:30 am and show 


30 minute intervals. 


We have to make a call at 2:15 pm. Insert a special 
time. i 


At the 2:15 time, enter the message to call Steve. 
Set an alarm to remind you to make the call. 


Set the alarm to ring 5 minutes early. 


Set an alarm for the next break or lunch time. Enter a 
message. 


At 4:30 pm paste the message from your clipboard to 
pick up the car. 


Set an alarm. 
Use the mouse to move forward to the next Monday in 
the week. 


Note: Keyboard users can press [Ctrl+ PgDn]. 


In the 12:00 pm time slot, enter the message to buy a 
birthday gift. 


Mark the day as a special day on the calendar. 

Select choice 4 to mark the day with an X. 

Change the View to see the whole month. 

Notice the X marked on your special date! The current 


date ts marked with brackets. 


Move forward and backward month by month. 
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Double-click the Calendar icon 
Options...Day Settings 
Interval: 30 minutes 
Hour Format: 12 
Starting Time: 8:30 am 
OK 

Options...Special Time 
2:15 

Mark PM 

Click Insert 

Call Steve 

Alarm...Set 
Alarm...Control 

Early Rings: 5 

Check On Sound 

OK 

Your turn to try it! 
Click at 4:30 pm 
Edit...Paste 

Keystrokes as needed 
Click the right scroll arrow below the Calendar 
menu 

Click 12:00 pm 

Buy birthday gift! 
Options...Mark 

Click choice 4 


View...Month 


Click the right and left scroll arrows 
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Jump to your next birthday and find out what day of the 


week it falls on. 


Move back to today’s date. 

Change the View to day. 

Save the calendar to your class disk or directory. Use 
your first name as the file name. 

Start a new calendar file. 


Open your calendar file. 
Change the left and right margins to 1 inch. 
To print the one day, do not enter an ending date. 


Note: Just the scheduled appointment times print, not 
the whole day’s calendar. 


Remove all appointments from date specified to today. 


Minimize the Calendar so we can easily access it if we 
need to. 
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Show...Date 
Enter your birthdate as m/d/yy 
OK 


Show...Today 
View.. Day 
File...Save 

A: Your first name 
OK 

File...New 


File...Open 
A: Your first name 


File...Page Setup 
Left: 1 

Right: 1 

OK 


File...Print 
OK 


Edit...Remove 
To: Enter today’s date 
OK 


Click the Minimize button 
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Practice 6 - Using the Cardfile 


We are going to use the Cardfile to keep track of names, addresses, and phone numbers. 
Task/Comments Keystrokes 


Open the Cardfile accessory. Double-click the Cardfile icon 


We are going to enter the information below. Type the text below 


(212) 555-1234 


Howard Clark 

ABC Industries 

123 West 52nd Street 
Suite 27 

New York, NY 10001 


Enter the index line. Edit...Index 
Clark, Howard 
OK 

Add a new card. 3 Card...Add 


Enter the index line. Myers, Carol 


OK 


Enter the information below. Type the text 


Myers, Carol 


(215) 555-3434 


Carol Myers 

Livingston Tool and Dye Corp. 
8 Wainright Road 

Jenkintown, PA 19100 
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Add another card. 


Card...Add 


Baker, Michael 


(215) 222-7788 
(215) 222-7789 


Michael Baker 

The Atco Group 

Suite 3737 

1515 Market Street 
Philadelphia, PA 19301 


The next person in our list also works for the Atco Card...Duplicate 
Group. Use the duplicate function and just change the Double-click the index line and change the name 


name. 


Add another card. 
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Change the name on the card 


Crenshaw, Steve 


(215) 222-7788 


Steve Crenshaw 

The Atco Group 

Suite 3737 

1515 Market Street 
Philadelphia, PA 19301 


Type the text 


Campbell, Mary : 


(609) 555-9995 


Mary Campbell 

Johnson Products, Inc. 
Dudley Plaza Building 
18 East Mechanics Road 
Camden, NJ 19084 
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Add another card with your name, company phone Your turn! 
number and address. 
Save the file. Use your first name as the filename. File...Save 
A:Your first name 
OK 
Display Carol Myers’ card. Click the Index line for Myers, Carol 
Display the first person whose last name begins with [Ctrl+C] 
the letter C. 
Display the next person whose last name begins with [Ctrl+C] 
the letter C. 
View the cards in List format. View...List 
Select the card with your name. Keystrokes as needed 
Switch the back to the Card format. View...Card 
Note: The selected card will be on top. 
Use the Go To feature to find Michael Baker’s card. Search...Go To 
Note: The text is not case-dependent; enter it in upper Baker 
or lowercase letters. OK 
Search for all clients from Pennsylvania. Search...Find 
pa 
OK 
Continue the search. [F3] (as needed) 
Use the left and right scroll arrows to find Steve Keystrokes as needed 
Crenshaw’s card. 
Delete this card. Card...Delete 
OK 
Select Carol Myers’ card. Keystrokes as needed 
Open the Autodial menu. Card...Autodial 
Notice that the Cardfile inserted the correct phone 
number. Autodial picks up the first number that it finds 
on the card (even if it is an address). 
Check the modem setup. Click the Setup button 
Cancel the call. Cancel 
Select Michael Baker’s card. We want to dial the Card...Autodial 
second number. Use your mouse to highlight the 
second phone number listed and choose Autodial. 
If the phone number is not the first number on the card, 
you can preselect it. You can also type it directly into 
the Autodial dialog box. 
Exit the Cardfile and save your file. File... Exit 
Yes 
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Lesson 7 - The Paintbrush 


Objectives 


In this lesson, you will learn how to: 
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Use the Paintbrush tools 
Create basic shapes in a drawing 
Add text to a drawing 


Work with Paintbrush colors 


Use special effects for presentations. 
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Discussion 


The Paintbrush accessory is a drawing program supplied with Windows. You can use Paintbrush to create, save, 


edit, and print graphic images. You can create an image from scratch, and modify an existing image brought in 
from a scanner or imported from a library of graphic images. 


You can create and modify shapes in black and white or color. Shapes can be filled in with solid colors or patterns. 


Paintbrush can save your image in three formats including PCX format, which is used by several popular word 
processing programs. 


File Edit View Font Style Size Fick Ontions Help 


The Paintbrush Screen 


rE _ ___________________ 
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The Paintbrush Screen 


There are four areas that make up the Paintbrush screen. They are as follows: 


Drawing Area is the blank area that takes up most of the screen. It is the area 


where you will create and see your image. 
Toolbox are the icons to the left of the drawing area used for drawing 
and editing. 
Line-size Box is the area below the drawing icons. You can select the 
thickness of the lines you will draw with. 

Palette is the area below the drawing area. From here you can select 
the colors and patterns Paintbrush will use to draw and fill in 
shapes. The large rectangle to the left is the 
Background/Foreground color box. 
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Changing the Drawing Area 


Paintbrush will determine the actual size of your drawing area based on your computer’s memory and monitor. You 
can change the size of the drawing area before you begin with Options...Image Attributes. This menu also lets 
you select if the drawing will be in color or black and white. Once you create a drawing, you cannot change the 
drawing area size, though you can reduce or enlarge portions of the drawing. Image Attributes work on the next 
new drawing screen. After making your changes, use File...New to have your changes take effect. 


File Edit View Font Style Size ick 
Jha Image Attributes... 
Vall i 
Brush Shapes... ie 
ai Edit Colors... og 
Get Colors... 
Save Colors... 


as 
A 


Ett ert 


The Options Menu 
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The Cursor 


The cursor in Paintbrush indicates where you are located on the screen. The Paintbrush cursor takes on many 
shapes, depending upon what tool you are using. The default drawing tool is the brush. The cursor for the brush is 
a dot. The size of the dot depends on the line size you have selected from the Line-size box. When you are adding 
text to your screen, the cursor changes to an insertion point and an I-beam. 


You can precisely position the cursor by selecting View...Cursor Position. This will display the x and y 
coordinates of your cursor’s location in a small window in the upper right corner of the screen. 


The Toolbox 


There are eighteen tools in the toolbox; four are used for editing and twelve for drawing. 


There are two scissors tools. The scissors with the irregularly shaped cutout is called the Scissors. The Pick is the 
scissors with the rectangular cutout. 


There are two erasing icons. The one on the left only erases the foreground color of an object. The erasing icon 
on the right erases the object from the drawing. 


The icon labeled ABC is the Text icon. It is used to add letters and or numbers to the image. You can change the 
typeface, the size, and the style of the text. 


There are three paint "brushes" you can use for certain effects. The spray can is called the Airbrush. It creates 
spray-paint effects. The Paint Roller is used to fill in closed shapes with the foreground color. The Brush can be 
used to draw freehand. 


The rest of the tools are used to create specific drawing shapes. The Curve creates freehand shapes. Four tools 
come in sets. They are used to create unfilled or filled shapes. The filled shapes are filled in with the selected 
foreground color. | 
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Creating a Basic Shape 


You can use one of the tools to create a filled or unfilled circle, ellipse, square corner box, rounded corner box, or 
polygon. The cursor becomes a cross-hair when you select these tools. The circle, ellipse, and boxes need only 


two points, the upper left and the lower right corners of the shape. The polygon can have many sides and therefore 
may contain many points. 


Fick Options Help 


Becerra ee 


Creating Basic Shapes 


You can easily fix any mistakes to an object before it is pasted down. An object is officially “pasted down" when 
you do any of the following: select another tool, use a View command (except Cursor Position), scroll the drawing, 
change the size or position of the Paintbrush application window, or switch to a different application. 


Fixing Mistakes 


If you make a mistake, try to fix it immediately. There are two ways to fix a mistake; you can use the Undo 
command or [Backspace]. If you use [Backspace] just after drawing a new object, the cursor changes to a square 


with an X inside. It becomes an eraser to delete any part of your new drawing. It will not affect any objects 
previously pasted down. 


The Edit...Undo command is used to delete everything you have added to your drawing area since the last object 
you pasted down. 
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Selecting Colors 


You can select the fill or line color for your drawing tool by clicking on a color or pattern from the palette at the 
bottom of the screen. The foreground/background box will reflect your color selection. 


There are 28 default colors or patterns in Paintbrush. You can create new colors or patterns by using the 
Options...Edit Colors menu. When you mix a new color, it will replace one of the colors in the palette. You can 


save your custom palette with Options...Save Colors. Retrieve the custom palette before you start drawing with 
Options...Get Colors. 


To change the fill color of an enclosed shape, use the Paint Roller tool. First select the new fill color for your 
shape, then click the Paint Roller tool. You can now change the fill color of any shape by clicking the inside of the 
shape. Change the background color by clicking the right mouse button on a color. 
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Viewing the Graphic 


If your drawing is larger than your screen size, you may want to view it as a whole. Paintbrush provides three 
methods to change your screen view. First, you can use the View...Picture command to temporarily remove the 


toolbox, line-size box, palette, and scroll bars. These tools will return to view as soon as you click the mouse to do 
something. 


= nash Untied ele 
vey 
Zoom In Ctrl+Z 
Zoom Out Ctrl+0 


View Picture Ctrl+C 


¥ Tools and Linesize 
¥ Palette 


Cursor Position 


The Paintbrush View Menu 


A second method to view more of the screen is to remove all of the tools permanently with the View menu. You 


can turn off the display by selecting the Tools And Linesize and Palette menu options. These menus are toggles; 
select them again to display the tools when you need them. 


A third procedure to use to view a large drawing is to zoom out the image with View...Zoom Out. Paintbrush will 
reduce the image so that it all fits on the screen. You can return to the normal screen view with View...Zoom In. 


Use the View...Zoom In menu to enlarge portions of your drawing so that you can edit them dot by dot (called 
pixels). Zooming in lets you erase or change colors dot by dot. While in the Zoom In mode, a small screen 
displays in the upper left corner showing you where you are relative to your total drawing. 
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Entering Text 


With the Text tool you can enter alphanumeric characters into your drawing. You can change the typeface, size, 
and style of these characters. If you make a mistake while typing text you can use [Backspace] to erase a character 
at atime. To select a typeface for your text, use the Font menu. You can then select a font size from the Size 
menu. Font sizes are measured in points. Sizes that display asterisks are called master sizes. These are the ones 


that look best on the screen and when printed. In addition to typeface and size, you can select a Style for your text. 
Style options include normal, bold, italic, underline, outline, and shadow. 


mone Style Size Pick Options Help 
Terminal. 
Tms Amn le 
symbol Ba 
Hely 


Courier 
Roman 
Script 
Modern 
Preview 
¥ System 


Selecting a Font for Text 
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Editing a Drawing 


The Scissors and the Pick are used to select pieces of your graphic image for moving or copying. The Scissors is 
used to cut out irregularly shaped objects. Use your mouse to trace around the cutout. The Pick can be used to 
create a rectangular cutout. Once you have selected a cutout area, you can move or copy it. You can move a 
cutout by using the mouse to drag the image to a new position. Simply release the mouse button when you 


reposition the image. You can make an identical copy of the image by holding down [Shift] and dragging the shape 
with the mouse. : 


CUE Ose en serenrepecesens 
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Selecting a Cutout 


Advanced Techniques Using Cutouts 


Besides simply moving or copying a cutout to another part of your screen, there are several other features you can 
use with the cutout. You can cut or copy the cutout to the clipboard with Edit...Cut or Edit...Copy. When you 
cut a piece to the Clipboard, Paintbrush fills in the area with the selected background color. Use Edit...Paste to 


paste an image from the Clipboard to the present drawing. The pasted image will appear in the upper left corner. 
You can now move it to the desired position. 


You can save a piece of your drawing to disk by first selecting it and then choosing Edit...Copy To. You can now 
create a name for the file and use it in other applications when needed. Use Edit...Paste From to paste in a cutout, 
previously saved to disk, to the current drawing. When the cutout displays in the upper left commer, reposition it. 
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Moving a Cutout 


Cutouts appear with dotted lines surrounding them. Move a cutout by placing the cursor anywhere within the dotted 
area and use the mouse to drag the cutout to a new position. When you move the cutout, Paintbrush will fill in the 
area with the current background color. 


Cutouts can be moved transparently or opaquely. With a transparent move, the cutout’s background color changes 
to reflect the background color of its new location. With an opaque move, the cutout retains all the original colors. 
A transparent move is made by dragging the object with the left mouse button, and an opaque move is made with 
the right mouse button. 


Copying a Cutout 


To copy a cutout, first select it. Hold down [Shift] when dragging with the mouse. The original will stay in place 
while you drag a copy to its new location. Copy transparently with the left mouse button, and opaquely with th 
right mouse button. : 


Sweeping a Cutout 


A sweep is a trail of copies that an object leaves from a beginning point to an ending point. You create a sweep by 
first placing the object where the sweep should begin. You can use [Ctrl] to copy and sweep the object to its final 
position. Use the left mouse button to sweep transparently and the right mouse button to sweep opaquely. The 
speed that you move the mouse determines how many copies are contained in the sweep. 


Style Size Fick Options Help 


Sweeping a Cutout 
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Using Shrink and Grow with a Cutout 


You can use Pick...Shrink and Grow to change the size of a cutout. You can retain the cutout’s original 
proportions or modify them. The resized cutout can be placed in the original position or a new location. If the 
resized cutout is to replace the original, make sure you select Pick...Clear before resizing the object. Resized 
copies produced from Shrink and Grow are opaque, they retain their original colors only. 


Horizontal and Vertical Changes to a Cutout 


You can flip an object horizontally or vertically by choosing Pick...Flip Horizontal or Pick...Flip Vertical. Use 
Pick...Tilt to tilt a cutout and change its shape. If the tilted cutout is to replace the original, make sure you select 
Pick...Clear before tilting the object. 


Reversing the Colors of a Cutout 


You can reverse the colors of a cutout with the Pick...Inverse option. Whites and blacks reverse. Colors become 
their opposites on the color wheel. 


Printing a Paintbrush Image 


Before printing your drawing, use the File...Page Setup menu to establish your margins, header, and footer. Use 
the File...Printer Setup menu to select a graphics resolution and to select portrait or landscape orientation. You are 
now ready to print the image with File...Print. In this dialog box you can select the quality of print (draft or 
proof), the number of copies to print, and whether Paintbrush should use the screen or printer resolution. If you 
mark Use Printer Resolution, the size of the printed image changes depending upon the resolution selected in the 
Printer Setup menu. Another way to change the size of the printed image is to change the Scaling factor in the 
Print menu. The larger the scaling factor, the larger the produced image. 


Saving a Paintbrush Image 


Use File...Save As the first time you name and save your drawing. After that, use File...Save for subsequent 
savings. You can select a file format from the Save As menu. If you click the Options button, a dialog box will 
present five formats you can select. The PCX format is one of the most widely accepted formats. If you intend to 
use your drawing in another Windows program, save it in one of the BMP (bitmap) formats. 


To retrieve an existing Paintbrush or PCX file, choose File...Open. If you are opening a PCX formatted image, 


make sure you mark off PCX. You can click the Info button to get information on the size and color format of the 
file. 
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Procedures 


Starting Paintbrush 


ie Open the Accessories program group. 


2, Double-click on the Paintbrush icon. 


Setting Up the Drawing Area 


1. Choose Options...Image Attributes. 

2. Enter the Width and Height for the drawing. 

3: Mark the Units of measure; in for inches, cm for centimeters, or pels for pixels. 

4. Select Black and White or Colors. 

a. Click OK. 

6. Invoke your choices by selecting File...New. This step must be performed even if you already have a 


blank screen. You selections don’t take effect until the next new drawing area. 


Note: You can double-click on the Eraser tool (under the abc tool) as a shortcut 
to File... New. 
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Using a Tool 


1. 


2 


Click on a drawing tool. 
Select a line width from the Line-size box. 
Choose a foreground color from the palette. Point to a color and click the left mouse button. 


If your tool uses a background color, choose a color from the palette. Point to a color and click the right 
mouse button. 


Draw your object or text. 


Fix the object or text with the [Backspace] key or use Edit...Undo to completely remove the drawing. 
You can also click your right mouse button to undo certain actions. 


To paste the drawing down permanently. Use one of the following methods: 


¢ Click on another tool 

e Use any of the View commands except Cursor Position. 

e Scroll the drawing in any direction 

e Change the size or position of the Paintbrush window. 
Note: After performing one of these actions, Edit...Undo is not longer available 
to erase your last drawing. 


Drawing a Line 


1 


Des 


oy 
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Click on a line width from the Line-size box. 

Click the left mouse button on a palette color for the line color. 
Click the Line tool. 

Position the cursor where the line should begin. 


Hold down the left mouse button and move the cursor to where the line should end. Release the mouse 
button. 


To draw a straight horizontal, vertical, or 45 degree diagonal line, hold down [Shift] and draw. 


Paste down the line if it 1s correct. 


Windows 


| 
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Drawing with the Brush 


1. Select a brush width from the Line-size box. 


pa Choose a brush shape from the Options...Brush Shape dialog box. 


Note: You can also double-click the Brush icon to select a brush shape. 


a. Click the left mouse button on a palette color to choose a foreground color. 
4, Click the Brush tool. 

a Draw with the Brush. 

6. To draw a straight horizontal or vertical line, hold down [Shift] and draw. 


Drawing a Curve 


1. Click on a line width from the Line-size box. 

2s Click the left mouse button on a palette color for the line color. 

3 Click on the Curve tool. 

4. Position the cursor where the curve should begin. 

De Hold down the left mouse button and move the cursor to where the curve should end. Release the mouse 
button. 


Note: You will now have a straight line. 


6. Position the cursor on the line where you want the curve to occur. Hold down the left mouse button and 
drag the line in the desired direction. Release the button. 


V. To undo the curve, click the right mouse button. 
8. You can repeat step 6 for one additional curve. 

y, When you are finished, click the left mouse button. 
10. Paste down the curve if it is correct. 
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Drawing Boxes 


1. 


2 


6. 


Click on a line width from the Line-size box. 

Click the left mouse button on a palette color for the foreground color. This is the line color for an unfilled 
box, and the fill color for a filled box. Click the right mouse button to select a background color. This 
becomes the outline around a filled box. 

Click on one of the Filled or Unfilled Box tools. 


Position the cursor where one corner of the box should begin. 


Hold down the left mouse button and move the cursor diagonally to the opposite corner of the box. Release 
the mouse button. 


Note: Hold down [Shift] if you want to draw a perfect square. 


Paste down the box if it is correct. 


Drawing a Circle or Ellipse 


1. Click on a line width from the Line-size box. 

Das Click the left mouse button on a palette color for the foreground color. This is the line color for an unfilled 
circle/ellipse, and the fill color for a filled circle/ellipse. Click the right mouse button to select a 
background color. This becomes the outline around a filled shape. 

3: Click on the Filled or Unfilled Circle/Ellipse tools. 

4, Position the cursor where one corner of the shape should begin. 

Dy Hold down the left mouse button and move the cursor diagonally to the opposite corner of the shape. 
Release the mouse button. 

Note: Hold down [Shift] if you want to draw a perfect circle. 

6. Paste down the circle/ellipse if it is correct. 
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Drawing a Polygon 


l. Click on a line width from the Line-size box. 


oe Click the left mouse button on a palette color for the foreground color. This is the line color for an unfilled 


polygon, and the fill color for a filled polygon. Click the right mouse button to select a background color. 
This becomes the outline around a filled shape. 


£0 Click on the Filled or Unfilled Polygon tool. 
4. Position the cursor where the first line should begin. 
op Hold down the left mouse button then move the cursor to where the first line segment should end and 


release the mouse button. 
6. Click and drag the line for the next line segment. Release the mouse button. 


a Repeat step 6 until you end the line that is the next-to-the-last line. 


Note: You do not have to indicate the last line. Paintbrush will close the shape 


for you. 
8. Double-click to close the figure. 
9; Paste down the polygon if it is correct. 
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Adding Text to an Image 


be 


Dis 


Click the left mouse button on a palette color for the foreground color. 


Optionally, click the right mouse button on a palette color for the background color. The background color 


is used for the shadow and outline styles. 

Click on the Text tool. 

From the appropriate menus, select a Typeface, point Size, and Style. 

Position the I-beam where you want to begin the text. Click the left mouse button. 
When an insertion point appears, type the text. 

Use [Backspace] to make corrections. 


Paste down the text if it is correct. 


Note: You must paste down the text before changing the typeface, size, or Style, 
or your change will affect previous text. 


Selecting a Cutout 


Ls 


Click on one of the cutout tools, the Scissors (the scissors with the star), or the Pick (the scissors with the 
rectangle). 


If your cutout is larger than your screen, use View...Zoom Out. 


Use the Pick to define a rectangle. Click one corner and then the opposite corner of the area you want to 
select. 


Use the Scissors to define an area that is other than rectangular. Position the cross-hair on the edge of the 
object. Hold down the left mouse button and drag the cursor around the area to be selected. Release the 
mouse button when you are finished. 


Viewing the Picture 


ie 


Page 134 


To view the picture, select View... View Picture. 


Note: You can also double-click on the Pick tool as a shortcut. 


Press any key or click the mouse to return to the previous screen. 
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Using Shrink and Grow 


ie Use the Scissors or Pick tool to select the area. 

2; If the newly resized object is to replace the original, mark Pick...Clear. 

3 If the newly resized object will be a copy and the original object is to stay in its place, unmark 
Pick...Clear. 

4, Choose Pick...Shrink and Grow. 

5. Position the cursor at one corner where the newly resized object will appear. Hold the left mouse button 


and define the opposite corner. Release the button when the dotted rectangle is the right size and shape. 


6. Paste down the object or text when it is correct. 


Saving an Image in a PCX Format 


Li: Choose File...Save As. 

Bs Click the Options button. 

3, Mark the PCX option. 

4, In the Filename box, enter a name for the image. 
a. Click OK. 


Printing an Image 


ie Choose File...Page Setup to enter the margins, header, and footer. Click OK. 
ee Choose File...Printer Setup and select the printer resolution and orientation for the image. Click OK. 
3. Choose File...Print and select the quality, window, and number of copies. Mark Use Printer Resolution 


to substitute the printer resolution for the screen resolution. Change the size of the image by entering a 
new Scaling percentage. 


4. Click OK. 


Note: If you select the Partial option to print only part of the screen, Paintbrush 
will first display your entire image and let you select the area to be printed. 
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Practice 1 - Creating Basic Shapes 


We are going to practice creating basic shapes with Paintbrush. 


ed 
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Creating a Graphic 


Keystrokes 


Open the Paintbrush accessory. 
Maximize your screen. 
Change Image Attributes in the Options menu. 


Change the size of the image to 6" x 4". Mark for 
colors. 


Select a background color of yellow. 
Notice the change to the large box tn the palette. 


Double-click on the Paintbrush icon 
Click the Maximize button 
Options...Image Attributes 

Width: 6 

Height: 4 

Units: Mark in 


Colors: Mark Colors 
OK 


Point to yellow and click the right mouse button 
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Select a foreground color of blue (any shade). 
Notice the change to the large box in the palette. 


Select File...New to have your selections take effect. 
Select the filled rectangle as your drawing tool. 
Place a rectangle about 1" x 1-1/2" in the top left 


comer of your drawing area. 
Notice that the cursor changes to a cross. 


Undo your last action. 
Note: You can still undo this action because the object 
has not yet been "officially" pasted down. 


Change the foreground color to pink. 


Now draw a filled rounded corner rectangle in the 
upper left corner. 


Paste the object permanently down by clicking on 
another tool. 


Now try to undo your rectangle. 
Notice that Undo is no longer available. 


Change the foreground color to blue and the 
background color to red. 


Draw a small ellipse in your drawing area. 


Notice that the ellipse is filled in with the foreground 
color, but uses the background color for its outline. 
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Point to blue and click the left mouse button 


File...New 


Point to the filled square corner rectangle and 
click the left mouse button 


Point to the top left corner of the drawing area 
Click the mouse to anchor the cursor 

Drag the cursor diagonally to the right and 
down 

When you are Satisfied with the rectangle, 
release the mouse button 


Edit...Undo 


Point to pink in the palette and click the left 
mouse button 


Click the filled rounded corner rectangle 
Anchor and drag the cursor to draw the 


rectangle 


Click on the filled circle\ellipse tool 


Edit...Undo 
[Esc] [Esc] 


Click the left mouse button on blue 
Click the right mouse button on red 


Click the cursor to anchor it 
Drag the cursor and release it 
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Change the fill color of your ellipse to green. Use the 
Paint Roller tool to do this. 


Change the foreground color to blue. 

Using the Paint Roller tool click anywhere on the 
empty drawing area. 

Notice that this changes the background of your 
drawing area. 

Change the foreground color to yellow. 

Select the unfilled circle\ellipse. 


Change the line thickness to a much thicker size. 


Draw a perfect circle. 
Make a perfect unfilled square. 
Use the Paint Roller to fill in the inside color of the 


circle with red. 


Select the Line tool. 


Draw a few straight lines. 


Click the left mouse button on green. 

Select the Paint Roller 

Place the point of the Paint Roller inside the 
ellipse and click the left mouse button 


Click on blue 


Click on the drawing area 


Your turn! 
Click the unfilled Ellipse tool 
Click in the Line-size box 


Hold down [Shift] 
Anchor and drag the cursor to make a 1" circle 


Click the unfilled Square tool 
Holding down [Shift], draw the square 


You try it! 


td 


~ Click the Line tool 


Click a Line-size 
Select a foreground color 


Point to a spot on the drawing area 
Click and drag the cursor 

Release the mouse button 

Try a few more lines! 
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Use the Polygon tool to draw a triangle. 


Note: You only have to draw two sides of the triangle; 


the Polygon tool will close the shape for you. 


Use the Airbrush tool (spray can) to create some 
interesting effects. 


Change the color and line-size and spray some more. 


Use the Brush to sign your first name to the bottom of 
your creation. 


Use Undo to erase your name. 


Change the brush shape. 


Select a medium weight line and write your name 
again. 


Click the filled Polygon tool 
Select foreground and background colors 
Click on your canvas to anchor the cursor 


Move diagonally to create the first line segment 
Release the mouse button and click again to start 


the second segment 
Double-click to close the polygon 


Click the Airbrush tool (second down on left) 


Select a color 
Select a line width 
Click and drag the cursor (try curves) 


You do it! 


Click the Brush icon 

Select a line size (not too thick) 

Select a foreground color 

Try writing your name at the bottom of the 
screen 


Edit...Undo 


Options...Brush Shape 

or 

Double-click the Brush icon 
Select a different brush shape 
OK 


Keystrokes as needed 
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Practice 2 - Changing the View 


Windows 


We are going to see how the View menu helps with a large drawing. 


Task/Comments 


View your drawing. 
Turn on the cursor positions window. 


Zoom in on the drawing. 


Change the foreground color to red. 
Change some of the squares (pixels) to red. 


Use [Shift] to fill in a straight vertical line of red. 
Create a straight horizontal line of black. 


Practice moving around the View In window. 
Notice how the small window changes to show where 
you are located. 


Now Zoom Out. 


Let’s save our creations. 


Save the file again in a PCX format. 
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View... View Picture 
Click anywhere to return to screen 


View...Cursor Position 


View...Zoom In 


Move the rectangle to any area and click the left 


mouse button 
Keystrokes as needed 
Click on a square to change the color 


Hold [Shift] and drag a vertical line 
Release [Shift] 


Select black as the foreground color 
Hold [Shift] and drag a horizontal line across 


Click on Up and Down scroll arrows 
Drag vertical scroll box up and down 
Click on Left and Right scroll arrows 
Drag horizontal scroll box left and right 


View...Zoom Out 


File...Save As 
A:PAINT1 
OK 


File...Save As 

Click the Options button 
Mark PCX 

OK 
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Practice 3 - Deleting, Cutting, and Copying Objects 


We are going to see how we can delete mistakes and move and copy objects. 


Creating Circles, Rectangles, and Polygons 


Task/Comments 


Change the Image Attributes back to default. 


Select a background color of white. 
Start a new canvas. 


Create a filled rectangle in the upper left corner. 


Create a filled red circle in the upper right corner. 


Change the foreground and background colors. 
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Keystrokes 


Options...Image Attributes 
Click the Default button 


Click the right button on white 
File...New 

Keystrokes as needed 
Keystrokes as needed 


You try it! 
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Create a filled rounded corner rectangle that overlaps 
part of the circle. 


Use [Backspace] to "erase" the last shape you did. 
Note: Your cursor becomes a rectangle with an X 
through it. 


Draw another filled rectangle. 


Use the Color Eraser to change the foreground color. 
Note: The Color Eraser only erases the foreground and 
fills the void in with the background color. 


Draw a filled Polygon. 


Use the Eraser to erase the Polygon. 
Note: The Eraser substitutes the background color for 
everything you erase. 


Cut the rectangle using the Pick tool. Select white as 
your background color. 

Note: When you cut an object, Paintbrush fills the void 
in with the current background color. 


Trace a rectangle around your drawn rectangle. 
Notice the dotted lines of the cutout. 


Make a transparent move with the rectangle. 

Note: With a transparent move, the background pattern 
and color affects the moved piece. 

Make an opaque move with the rectangle. 

Note: With an opaque move, the cutout retains its 
original colors. 


Now cut the piece. 


Now copy an irregular shape to the clipboard. 
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Keystrokes as needed 


[Backspace] 
Drag the cursor over the rectangle until it is 
erased 


Keystrokes as needed 


Click the Color Eraser 
Drag the cursor over the foreground area 


You do it! 


Drag the cursor over the polygon 


Click the right button on white 
Click the Pick tool 


Keystrokes as needed 


Hold down the left button and drag the cutout 
on top of the other shapes 


Hold down the right button and drag the cutout 
on top of the other shapes 


Edit...Cut 


Select the Scissors tool 
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Trace around an irregularly shaped area of your canvas. 


Copy the shape to the clipboard. 


Paste the copy to another area of your screen. 
Note: The copy will first appear in the upper left 
corner of the screen. Drag it to a new place. 


Paste another copy to a new location. 


Trace another irregularly shaped cutout. 


Copy the cutout to a file. 


Get a new canvas. Do not save the current screen. 
Note: You can use File...New or, as a shortcut, 
double-click on the Eraser icon. 


Retrieve your saved cutout. 

Note: You can use File...Open to bring your cutout 
into an empty canvas or Edit...Paste From to add the 
cutout to an existing drawing. 
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Drag the cursor around the shape 
Edit...Copy 


Edit...Paste 


Drag the copy to another area and release the 


mouse button 


Edit...Paste 
Keystrokes as needed 


Select the Scissors tool 
Trace a cutout 


Edit...Copy To 
Save the cutout to A:PAINT2.BMP 


File... New 
No 


Edit...Paste From 
A:PAINT2.BMP 
OK 
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Practice 4 - Using Cutouts 


The following practice manipulates cutouts. Most of the menus only appear if a cutout has been selected. If your cutout 
outline disappears, simply use the Pick tool to select the object again. 


Task/Comments 
Open the file CHESS.BMP. Do not save your current 
screen. 
Select Black as the background color. 


Create a rectangular cutout of the yellow chess piece. 


Flip the cutout horizontally. 

Flip the cutout vertically. 

Invert the colors. 

Tilt the shape. Make sure that Paintbrush clears the old 


chess piece before copying the tilted cutout to your 
screen. 


Select the upper left corner to paste your tilted cutout. 


Use the Scissors tool to cut around the chess piece in 
the middle. 


Move and enlarge this piece with Shrink and Grow. 
Make sure that Pick...Clear is turned on. 


Create a large rectangle to enlarge the cutout in the 
black area above the piece. 


Keystrokes 


File...Open 


Click No if asked to save 
Select CHESS.BMP from the class directory 


Click the right mouse button on black 


Click the Pick tool 


Create a rectangle around the chess piece 


Pick...Flip Horizontal 
Pick...Flip Vertical 


Pick... Inverse 


Select Pick from the menu bar 


Mark the Clear option 
Select Pick 
Mark the Tilt option 


Click the upper left corner 
Angle the cutout by moving the cursor up 
Release the mouse button 


Keystrokes as needed 


Choose Pick 


Make sure Clear is checked 


Choose Pick 
Mark Shrink and Grow 


Keystrokes as needed 
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Use the down and right scroll arrows to view the edges 
of the drawing. 


Zoom out the drawing so that you can see all of it. 


Use the Pick tool to select the chess piece on the far 
right. 


Cut the piece to the clipboard. 
Return the picture to normal zoom. 
Paste the piece back to your picture. 


Move the chess piece to the bottom middle of the 
drawing. 


Change the background color to white. 


Get a clean screen. Do not save the current drawing. 


Lesson 7 - The Paintbrush 


Click on the down arrow as needed 
Click on the right arrow as needed 


View...Zoom Out 


Keystrokes as needed 


Edit...Cut 
View...Zoom In 
Edit...Paste 


Use the mouse to drag the pasted cutout 


Keystrokes as needed 


File... New 
No 


ne 
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Practice 5 - Creating Text 


Let’s see how Paintbrush works with text. 


Windows 


File Edit View Font Style Size Fick Options Hel 


Creating Text 


Task/Comments 


Select a red foreground and black background for your 
text. 


Select the Text tool. 
Select the Roman font. Make the text bold and the size 


set to 40 points. 


Type your first name at the top left corner of the 
screen. Leave the cursor on the line when you are 
finished. 


Since our cursor has not left the line, we can make 
some changes. Add a Shadow style. 
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Click the left button on red 
Click the right button on black 


Click the Text icon (abc) 

Font...Roman 

Style...Bold 

Size...40 

Click the top left corner of the drawing area 


Type your first name 


Style...Shadow 
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Add Underline and Italics. 


Change the size to 48 points. 
Create a cutout of your name with the Pick tool. 


Use [Ctrl] to create a sweep of copies. Instead of the 
left mouse button, use the right mouse button to 
preserve the original colors of the text. 

Note: The sweep has to be done quickly to reproduce a 
"trail", 
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Style...Underline 
Style...Italics 
Size...48 points 


Keystrokes as needed 


Hold [Ctrl] 


Using the right mouse button, create an L sweep 
with the cursor 


File Edit View Font Style Size Fick Options Help 
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Creating a Sweep 


On the right side of your screen, type in your company 
name in a 26 point Courier Bold font. 

Draw a curved line under your company name. 

Note: When you draw with the curve tool, the line 
starts out straight and you pull the curves out from the 
line. You can add up to two curves to a line. 
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Keystrokes as needed 


Select the Curve tool 

Draw a straight line under your company name 
Point to a spot on the line and drag the line 
down to create the first curve 

Drag another point up to create the second curve 
Release the mouse button 
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Practice 6 - Creating a Custom Color 


We are going to create a custom color palette and save our palette for future use. 


Task/Comments 


Select background and foreground colors. 


Get a new clean screen. Do not save the old drawing. 


We are going to change the gray color. 

Edit the gray shading. 

Note: You can use Options...Edit Colors or simply 
double-click on the color you are changing. 

Change the shading so that it contains more blue and 
red, and less green. 

Note: You can use the mouse to Slide the color scroll 
boxes, or click the color bar and use the keyboard 
arrow Keys. 


Customize another color. 


Save the custom color palette. 


Exit Paintbrush. 
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Keystrokes as needed 


File...New 
No to save 


Click on gray 


Double-click the color gray in the palette 


Change Red to 180 
Change Green to 155 
Change Blue 215 

OK 


This time you choose 


Options...Save Colors 
A:COLORI.PAL 


File...Exit 
No to save 
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Appendix A - Copyright and Trademarks 


Copyright Notice 


Copyright 1994 by CompuSKkills, Inc, and 1993 by Professional Training Services, Inc. All rights reserved. Printed 
in the United States of America. Information in this document is subject to change without notice and does not 
represent a commitment on the part of CompuSkills, Inc, or Professional Training Services, Inc. 


Trademarks 


Microsoft and MS-DOS are registered trademarks, and Windows is a trademark 
of Microsoft Corporation. Apple and Macintosh are registered trademarks of 
Apple Computer, Inc. Hewlett-Packard, LaserJet, and LaserJet Plus are 
registered trademarks of Hewlett-Packard Corporation. Lotus 1-2-3 is a 
registered trademarks of Lotus Development Corporation. PostScript is a 


trademark of Adobe Systems, Incorporated. NetWare and Novell are registered 
trademarks of Novell, Inc. 
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